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In  the  following  pages  are  summaries  of  detailed  studies  of  personnel  and  financial  requirements  and  work¬ 
load  at  the  Armed  Services  Technical  Information  Agency  (ASTIA)  Document  Service  Center  (DSC)  at  Dayton, 
Ohio.  These  studies  are  based  on  known  workload  for  FY  1952  for  the  purpose  of  arriving  at  unit  costs  which  may 
be  applied  to  predicted  workloads  to  determine  personnel  and  financial  requirements  in  subsequent  years. 

Personnel  and  financial  requirements  for  three  plans  of  operations  are  shown  in  this  study: 

•  Plan  "A"  represents  a  study  of  operation  at  the  Document  Service  Center  at  the  time  these  de¬ 
tailed  studies  were  begun  in  July  1952.  It  reflects  the  former  Central  Air  Documents  Office 
operations  as  they  were  at  the  time  these  operations  were  transferred  to  the  management  of 
ASTIA. 

Plan  "B"  represents  operations  at  the  Document  Service  Cente-  as  they  are  contemplated  under 
ASTIA  with  Important  improvements  in  service  (entailing  additional  functions)  and  reduction  or 
elimination  of  other  former  services  believed  by  the  ASTIA  management  to  be  non-essential  to  - 
the  hard  core  of  ASTIA 's  mission  at  this  time.  Plan  "B"  also  reflects  requirements  without  in¬ 
tegration  of  DSC  activities  with  those  of  the  Office  of  Naval  Research  under  contract  with  the 
Library  of  Congress. 

Plan  "C**  represents  operation  of  the  Document  Service  Center  under  the  RDB-approved  plan  of 
Integration  with  the  Navy -sponsored  activity  at  the  Library  of  Congress. 

"\  ’ 

One  of  the  really  important  advantages  to  the  Department  of  Defense  In  the  formation  of  ASTIA  is  the 
extension  of  the  best  of  the  previous  separate  technical  documents  services  to  all  agencies  of  the  Department 
of  Defense  and  their  contractors.  An  equally  Important  advantage  Is  the  elimination  of  duplication  of  activity 
where  it  existed. 

The  financial  requirements  to  achieve  both  objectives  are  contained  in  Plan  "C. "  Plan  "B"  reflects  only  a 
partial  achievement  of  these  objectives,  namely,  in  the  adoption  of  certain  highly  desirable  services  of  the  Library 
of  Congress  by  ASTIA  for  extension  to  those  agencies  and  contractors  served  by  the  Document  Service  Center. 

Under  Plan  "C,  "  the  most  substantial  burden  of  extensile  of  service  falls  upon  the  Document  Service  Center. 
For  example,  the  Technical  Information  Division  (TED)  of  the  Library  of  Congress  now  Issues  a  reports  availability 
announcement  bulletin  and  distributes  microcard  copies  of  Us  documents  -  k prices  not  rendered  by  DSC.  Under 
Plan  ”C , "  DSC  will  be  responsible  for  rendering  these  services  not  only  to  those  formerly  served  by  TID  but  to 
those  served  by  the  Document  Service  Center  as  well.  On  the  other  hand,  DSC  prepares  and  disseminates  facsimile 
copies  of  its  reports  upon  demand,  while  the  library  of  Congress  activity  renders  loan  service  when  duplicate  copies 
are  unavailable.  Under  Integration,  facsimile  copies  will  be  made  available  by  DSC  to  all  Defense  Department 
agencies  and  their  contractors. 

The  cost  of  T3D  microcard  service  Is  borne  entirely  by  the  Office  of  Naval  Research  apart  from  the  Library  of 
Congre’:  contract.  The  cost  of  this  important  service  must  henceforth  be  canted  by  ASTIA.  A  aootinuatioc  of 
the  ONR  microcard  contract  with  a  commercial  firm  would  cost  ASTIA  in  excess  of  $130, 009  annually  under 
Plan  "C.  “  However,  by  fabricating  microcards  In  DSCs  own  facilities,  the  direct  cost  will  be  $72, 886  •  a 
savings  of  nearly  $60, 000  based  on  FY  1962  workload,  but  still  a  substantial  addition  to  ASTLA’s  financial  re¬ 
quirements. 

Under  Plan  "B, "  a  net  dollar  saving  of  $22, 000  is  realised  over  Plan  *A.  *  At  the  same  time  a  net  addition 
of  four  positions  Is  required.  Actually,  the  elimination  of  certain  Plan  ’A*  services  and  streamlining  of  procedures 
in  Plan  "B"  result  in  s  reduction  of  24  positions  and  a  gross  annual  savings  of  $UC,  000,  or  roughly  ld£.  These 


reductions  are  o.fset,  however,  by  the  inauguration  at  DSC  of  the  highly  desirable  and  useful  microcard  and  announce¬ 
ment  bulletin  services. 

Since  there  is  a  very  small  overlap  in  the  list  of  those  served  by  the  Document  Service  Center  and  the  Library 
of  Congress  activity,  the  con  binatlon  of  lists  and  extension  of  service  with  Integration  (Plan  "C")  substantially  in¬ 
creases  the  personnel  and  financial  requirements  of  the  Document  Service  Center.  The  summary  ubles  (1  and  II) 
and  subsequent  sections  of  this  report,  particularly  Section  II,  show  why  this  is  true. 

Directly  following  are  summary  tables  (I  and  II)  showing  the  computed  personnel  and  financial  requirements 
of  ASTIA  under  Plans  "A, "  "3, '  and  ”C"  based  on  the  known  workload  for  FY  1952  and  the  projected  workload  for 
FY  1953.  These  tables  are  derived  from  the  detailed  exhibits  and  computations  included  in  Sections  I,  in,  and  IV 
of  this  report. 

The  marked  rise  in  the  volume  of  business  at  indicated  in  the  analysis  of  workload  in  Section  1  clearly  shows 
tnat  personnel  and  financial  requirements  for  ASTIA  will  continue  to  rise  at  least  until  after  the  research  and  develop¬ 
ment  activities  of  the  Department  of  Defense  begin  to  level  off.  In  this  connection,  too,  there  is  in  progress  a  study 
of  the  potential  'market"  for  ASTIA  services  which  strongly  indicates  that  a  number  of  Defense  agencies  and  their 
contractors  are  still  unaware  of  the  reports  services  available  to  them.  ASTIA  requirements  will  necessarily  Increase 
as  knowledge  of  its  existence  spreads  and  more  demands  are  made  upon  it  for  service. 


TABLE  I 


SUMMARY  OF  TOTAL  ASTIA  ANNUAL  REQUIREMENTS  BASED  ON  FY  1952  WORKLOAD 


DSC  Direct  Personal  Services 
DSC  Other  Direct  Charges 

Subtotal  -  DSC  Direct  Charges 
DSC  Overhead  and  Administration 
Total  DSC  Operations 
ASTIA  Headquarters  Personnel 
ASTIA  Headquarters  -  Other  Charges 
Regional  Offices  Personnel 
Regional  Offices  -  Other  Charges 
ASTIA  Research  Contracts 
Special  Equipment  Purchase 
Library  of  Congress  Contract 

Total  ASTIA  Requirements 


PLAN 

"A" 

$  in 

PLAN 

Personnel 

Thousands 

Personnel 

205 

$  779. 4 

210 

- 

181.2 

- 

205 

$  960.6 

210 

32 

194.4 

31 

237 

$1,155.0 

241 

12 

85.5 

12 

- 

25.6 

- 

—  4 

15.6 

4 

- 

8.  1 

- 

- 

69.0 

- 

- 

50.0 

- 

- 

- 

- 

253 

$1,408.8 

257 

’B“  PLAN  "C" 


$  in 

Thousands 

Personnel 

$  in 

Thousands 

$  793. 8 

242 

$  916.  1 

149. 1 

- 

224.6 

$  942. 9 

242 

$1, 140. 7 

190.2 

31 

190.6 

$1,133.  1 

273 

$1,331.3 

85.5 

12 

85.5 

25.6 

- 

25.6 

15.6 

4 

15.6 

8.1 

- 

8.1 

69.0 

- 

69.0 

50.0 

- 

50.0 

- 

- 

638.5 

$1,386.9 

289 

$2,223.6 

TABLE  D 


SUMMARY  OF  TOTAL  ASTI  A  ANNUAL  REQUIREMENTS  BASED  ON  FT  1953  WORKLOAD* 


PLaN 

"B* 

PLAN 

■<r 

Personnel 

$  in 

Thousands 

Personnel 

$  in 

Thousands 

DSC  Direct  Personal  Services 

230 

$  846.6 

265 

$  992.3 

DSC  Other  Direct  Charges 

- 

204.7 

- 

300.0 

Subtotal  -  DSC  Direct  Charges 

230 

$1,051.3 

265 

$1,292.3 

DSC  Overhead  and  Administration 

33 

192.8 

33 

196.2 

Total  DSC  Operation 

263 

$1,244.1 

298 

$1,488.5 

/.STIA  Headquarters  Personnel 

12 

85.5 

12 

85.5 

ASTI  A  Headquarters  -  Other  Charges 

- 

25.6 

- 

25.6 

regional  Offices  Personnel 

4 

15.6 

4 

15.6 

Regional  Offices  -  Other  Charges 

- 

8.1 

- 

8.1 

ASTIA  Research  Contracts 

- 

69.0 

- 

69.0 

Special  Equipment  Purchase 

- 

50.0 

- 

50.0 

Library  of  Congress  Contract 

- 

- 

- 

673.5 

Total  ASTIA  Requirements 

279 

$1,497.9 

314 

$2,415.8 

Estimates  based  on  assumption  that  1/2  Increased  workload  over  FT  1952  can  be  absorbed 
without  increase  in  personnel. 


SECTION  I 

STUDY  OF  ASTIA  WORKLOAD 


This  Section  conuini  statistical  information  Uu  workloads  experienced  by  DSC  end  TID  during  tbe  fiscal 
yean  I960,  1951,  and  1952,  with  projections  to  1953  and  1954  for  the  purpose  of  forecasting  personnel  and 
financial  requirements  for  these  two  years. 

With  Increasing  attention  being  brought  to  the  available  services  of  ASTIA  through  establishment  of  field 
offices,  and  with  contractor  and  project  officer  participation  in  the  ASTIA  program  becoming  a  matter  of  con¬ 
tract  obligation,  there  is  no  reason  to  believe  that  the  upward  trend  of  reports  received  by  ASTIA  or  requested 
will  level  off  in  the  next  two  or  three  years. 

In  Section  in  of  this  report,  the  basis  for  determining  financial  requirements  is  to  be  found  in  the  form  of  a 
detailed  cost  analysis  predicated  on  FT  1952  workload.  Direct  unit  costs  are  derived  for  each  workload  area 
which  are  applicable  to  the  workload  charts  contained  in  this  Section.  Table  in  shows  the  relationship  between 
the  workload  charts  of  Section  I  and  unit  costs  developed  in  Section  m.  Every  going  organisation  has  a  certain 
ability  to  absorb  more  workload  without  increase  in  personnel.  Therefore,  a  direct  application  of  historical  unit 
costs  to  predicted  increased  workload  would  result  in  higher -than -needed  budget  estimates.  Determination  of 
this  "workload  absorption  ability  factor"  in  advance  is  most  difficult.  It  varies  almost  from  month  to  month  and 
is  most  accurately  determined  by  hindsight  tather  than  by  foresight.  Nevertheless,  this  factor  is  included  in  tUs 
report  based  largely  on  the  optimistic  feeling  of  the  ASTIA  management  that  improved  efflcienceis  are  possible 
within  the  next  two  years,  and  that  research  in  documentation  methods  will  return  substantial  dividends.  There  - 
fote,  an  assumption  is  made  that  one -half  the  increased  workload  for  1953  can  be  absorbed  without  an  increase 
in  personnel  requirements. 

ASTIA  workload  may  be  roughly  divided  into  two  parts; 

L  Workload  associated  with  receipt,  control,  and  storage  of  reports  (Input), 

2.  Workload  associated  with  dissemination  of  information  (output). 

This  divlslr  n  has  proved  to  be  significant  in  determining  the  combined  workload  of  DSC  and  TID.  Careful 
study  shows  that  on  the  input  tide,  approximately  50£  of  die  report  titles  received  and  proceared  by  TID  had 
already  been  received  and  processed  by  DSC.  Therefore,  in  this  report  the  combined  ASTIA  Input  workload  is 
considered  to  be  that  of  DSC  plus  one-half  that  of  TID.  On  the  output  side,  no  significant  duplication  It  apparent. 
The  "customers"  of  the  two  organisations  are  almost  entirety  different  and  the  services  rendered  differ  markedly. 
Therefore,  output  workload  for  ASTIA  is  considered  to  be  the  sum  of  that  of  the  two  organisations.  There  work¬ 
load  combinations  are  used  in  developing  Plan  "C. ' 


TABLE  in 


CORRELATION  OF  UNIT  COSTS  AND  UNITS  PRODUCED 
PLANS  "A,"  "B,"  k  "C" 

BASED  ON  FT  1952  WORKLOAD 


FUNCTIONAL  AREAS 

PLAN  "A* 

PLAN  "B" 

PLAN 

*C" 

Unit  Cost 

Units  Produced 

Unit  Cost 

Units  Produced 

Unit  Cost 

Units  Produced 

Receiving 

.088 

221.480 

.087 

221,460 

.016 

261.092 

Duplicate  Check 

.117 

161,327 

.119 

116.826 

Document  Storage  Maintenance 

.224 

161,327 

.246 

166.826 

Descriptive  Caulogtng 

1.807 

50,925 

1.250 

50,925 

1.261 

69,662 

Subject  Cataloging 

.788 

34, 195 

.740 

34,195 

Diitrlbutlon  Classification 

.810 

34, 195 

.846 

34,195 

.M9 

42.077 

Abstracting 

.975 

14,488 

1. 060 

14,468 

Microfilming 

2.567 

34, 195 

2.416 

42.077 

Catalog  Card  Preparation: 

AD 

,010 

4,638,720 

.016 

2,531,900 

.006 

4.659.999 

AD  No  Abstracts 

.014 

2,369,520 

.009 

3,452,225 

.004 

6,520.001 

PB 

.023 

1,500,000 

.021 

1,600,000 

.023 

1,600,000 

Catalog  Card  Dittrlbution 

.005 

4, 178, 829 

.004 

3, 793, 700 

.004 

6,614,768 

TAB  Preparation  (Title*) 

2.  716 

24, 250 

2.794 

31.760 

TAB  Preparation  (Copies) 

.562 

117,520 

.581 

162,776 

TAB  Diitrlbutlon 

.177 

117,520 

.146 

162,776 

Mlctocards  (Titles) 

4. 408 

12,000 

4.702 

16.500 

Microcard!  (Copies) 

.088 

600,000 

.094 

776,000 

Reclassification  Bulletin  Prep.  (Titles)  1 

] 

I 

.744 

782 

.543 

1, 179 

Reclassification  Bulletin  Prep.  (Copies)#.  244 

l 

1 

y  12,  ooo 

.046 

12,000 

.040 

18,200 

Reclassification  Bulletin  Distribution 

/ 

J 

[ 

.184 

12,000 

.081 

16,200 

Request  Processing 

5.858 

24,448 

4.089 

24,448 

4.033 

36,588 

Document  Supply  Storage 

.939 

37,581 

.870 

37,581 

.759 

62.681 

Document  Siqiply  Reproduction 

5.597 

42,832 

2.580 

42,832 

2.321 

86,462 

Document  Supply  Acquisition 

L  742 

9,313 

2.628 

4,656 

2.933 

3, 104 

Demand  bibliography 

32.423 

1.312 

32.808 

1.312 

33.464 

1.606 

Local  Library  Service 

1.765 

12,042 

2.256 

12.042 

British  Accession  List 

.824 

2,600 

Translation  List 

14.580 

500 

Technical  Data  Digest 

.738 

59,425 

Section  I  -  3 


Section  1-3 


Section  1-6 


ttctfos  I 


Section  I  -  9 


SectkM  I  -  11 


— 

— 

— 

_ 

_ 

_ 

1901  1903 

FISCAL  YCAK 


1994 


SECTION  II 

PERSONNEL  REQUIREMENTS  FOR  DSC 


An  exhaustive  study  was  made  of  manpower  requirements  for  the  Document  Service  Center.  Details  of  this 
study  are  included  in  Section  IV  of  this  report.  The  method  used  was  to  define  carefully  each  area  of  activity 
of  the  Center  ‘n  terms  of  the  end  product.  Based  on  1952  statistics,  the  workload  of  each  activity  was  determined; 
the  productivity  rates  of  per  jnnel  established;  and  the  productive  man*years  required  to  accomplish  this  workload 
computed.  Tbs  resultant  man-years  were  adjusted  according  to  the  Air  Force  standards  for  leave,  etc.  The  actual 
man-years  requived  were  used  in  computing  personal  services  financial  requirements  under  Plans  "A",  "B",  and  "C". 

Table  IV  sh<  ws  a  comparison  of  personnel  requirements  for  each  activity  at  DSC  under  Plans  "A",  "B",  and  "C", 
It  is  here  that  thr  effects  of  procedural  changes  in  Plan  "B"  over  Plan  "A"  can  readily  be  seen,  as  well  as  the  effects 
of  the  large  amount  of  workload  absorption  by  DSC  as  a  result  of  integration  with  TID.  Minute  changes  in  man-year 
requirements  result  from  spreading  of  supervisory  personnel  charges  from  one  plan  to  the  next.  In  the  following 
paragraphs,  significant  changes  in  requirements  are  explained. 

Receiving  (of  documents).  Increase  in  Plan  "C"  over  Plan  "B"  is  caused  by  DSC  becoming  the  receiving  point 
for  documents  formerly  sent  to  TID. 

Descriptive  Cataloging.  Reduction  of  Plan  "B"  over  Plan  "A,”  is  result  of  decision  to  reduce  activity  in  foreign 
language  documents.  Increase  in  Plan  ”C"  over  Plan  "B"  caused  by  receipt  of  new  titles  formerly  cataloged 
descriptively  by  TID. 

Distribution  Classifying.  Increase  in  Plan  "C"  over  Plan  “B"  due  to  handling  of  former  TID  documents. 

Subject  Cataloging.  Elimination  in  Plan  "C”  due  to  transfer  of  function  to  TID. 

Abstracting.  Transfer  of  tunc  don  to  TID, 

Catalog  Card  Preparation.  Plan  "B"  is  less  than  Plan  "A"  because  of  anticipated  lower  required  number  of  cards 
with  advent  of  Title  Announcement  Bulletin  (TAB).  Reduction  in  Plan  "C"  over  Plan  "B"  because  TID  is  to  prepare 
reproducible  copy  for  the  catalog  cards. 

Catalog  Card  Distribution.  Plan  "B*  leu  than  Plan  "A"  due  to  TAB.  Plan  “C"  greater  than  Plan  "B"  because  of 
DSC's  responsibility  for  service  to  former  TID  customers. 

British  Accession  List.  Eliminated  in  Plans  "B"  and  "C".  Information  to  be  included  in  TAB, 

Translation  List.  Eliminated  in  Plans  "B"  and  "C". 

Request  Processing.  Reduction  in  Plan  "B"  over  Plan  "A"  due  to  streamlining  of  procedures.  Increase  in  Plan  "C" 
over  Plan  "B"  due  to  transfer  of  entire  TID  load  to  DSC. 

Document  Storage.  Under  Plan  "B",  the  library  loan  function  to  be  transferred  to  this  group.  Personnel  shift  is 
reflected  here  over  Plan  "A".  Increase  in  Plan  "C"  over  Plan  "B"  is  result  of  transfer  of  TID  documents  and  all  new 
receipts  by  DSC  under  integration. 
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Document  Reproduction.  Plan  "B"  less  than  Plan  "A"  due  to  decision  to  request  return  of  facsimile  copies. 
Estimated  reduction  in  requirements  based  on  20%  success  in  returns.  May  be  modified  with  exper'ence.  Increase 
in  Plan  "C  "  over  "B”  based  on  absorption  of  TID  customers. 

Acquisitions.  Reduction  in  requirements  of  Plan  "8"  over  Plan  "A"  based  on  decision  to  acquire  documents 
not  in  ASTIA  collection  only  after  customer  has  stated  that  service  is  essential.  Plan  "C"  reduced  over  Plan  *br 
i  “.cause  of  transfer  of  function  tc  TID  except  for  special  acquisition  from  Wrtght-Patterson  Air  Force  Base. 

Demand  Bibliography.  Reduction  in  Plan  ”B”  over  Plan  "A”  due  to  streamlining  of  procedures.  Increase  _j 
Plan  "C"  over  Plan  "B"  due  to  extension  of  service  to  TID  customers. 

Local  Library  Service.  Decrease  in  Plan  ”B"  over  Plan  "A”  due  to  shift  of  loan  personnel  to  Document  Storage 
group.  Increase  in  Plan  "C"  over  Plan  "B"  due  to  extension  of  visitor  reference  service  to  TID  customers. 

Technical  Data  Digest.  Eliminated  in  Plans  "B"  and  "C". 

Microfilming.  Iacrease  in  Plan  ”C"  over  Plan  "B"  due  to  receipt  of  documents  formerly  sent  to  TID, 

m  An  important  new  documents  availability  announcement  service. 

Microcards.  Another  important  new  DSC  service  borrowed  from  TID  practice  because  of  increasing  customer 
demand.  This  service  is  expected  to  decrease  requirements  for  facsimile  copies  of  reports  although  effects  cannot 
be  predicted  at  this  time. 
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TABLE  !V 


COMPARATIVE  SI  ATE  MINT  OF  PERSONNEL  REQUIREMENTS 
PLANS  *  A,  ’  *8.*  k  *C 
BASED  ON  FT  1352 


Difference 

Difference 

plan  “A’ 

Plan  *B * 

"B"  over  “A’ 

Plan  -C- 

"C_  over  "B 

Direct  Man  Tears 

Receding 

5.33 

5.36 

♦  .03 

6.03 

♦  .67 

DtpUcatc  Check 

4.98 

♦  4.98 

5,73 

♦  .75 

Doc.  Sto  age  Maintenance 

9.26 

♦  9.25 

11.27 

+  2.02 

Descriptive  Cataloging 

23.32 

16.75 

*  6.57 

19.28 

+  2.51 

Distribution  C  last  ifka  don 

5.64 

5.78 

+  .14 

7.47 

+  1.69 

Subject  Cataloging 

5. 15 

5.06 

-  .09 

-  5.06 

Abstracting 

3.05 

3.57 

♦  .52 

-  3.57 

Microfilming 

22. 99* 

22.33 

27.50 

+  4.51 

Catalog  Card  Preparation 

26.53 

24.65 

-  1.88 

18.84 

*  5.31 

Catalog  Card  Distribution 

8.07 

4.05 

*  2.02 

5.73 

+  1.68 

British  Acccssior  Cist 

.61 

-  .61 

Reciistif  ration  Bulletin  Preparation 

.17 

.15 

-  .02 

.17 

+  .02 

Reclassification  Bulletin  D  is  tribe  ti  on 

.63 

.63 

,38 

-  .25 

Ttanslatlon  List 

1.64 

-  1.64 

TAB  PreparrUoo 

12.73 

+12. 73 

16.94 

+  4.21 

TAB  EUstribcUoa 

4.22 

*  4.22 

4.59 

♦  .37 

Mkrocartts 

1C.  63 

+10.68 

13.26 

+  2.58 

Request  Processing 

33.91 

24,64 

-  3.27 

38.50 

+  13.86 

Doc.  Storage  Supply 

9.59 

8.75 

-  .84 

10.04 

+  1.29 

Doc,  Reproduction 

12.93* 

11.97 

-  .96 

19.57 

+  7.60 

Doc.  Acquisition 

4. 56 

2.97 

-  1.59 

2.26 

-  .71 

Demand  Bibliography 

10.77 

11.18 

+  .42 

12.91 

+  1.72 

Local  Library 

13.53 

€.00 

-  7.53 

7.19 

+  1.19 

Technical  Dsu  Digest 

5.00 

-  5.00 

Total  Direct  Man  Tears 

191.42 

196.37 

227.64 

Indirect  Man  Tecrs 

6.87 

4.65 

-  1.32 

4.75 

+  .10 

Administrative  Personnel 

28 

26 

26 

Total  Man  Tears 

223.39 

227.02 

+  3.63 

258.33 

+31.37 

•  Zn  Exhibit  “A,"  Plan  "A"  Microfilming  22. 99  nun  yean  wu  charged  against  Document  Reproduction  for  & 
total  of  35. 92  nun  yean.  It  U  broken  down  on  this  table  to  permit  comparison  of  requirements. 
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SECTION  in 

FINANCIAL  REQUIREMENTS 


In  this  Section,  financial  requirements  for  operation  of  ihe  Document  Service  Center  are  presented  in  the 
form  of  a  detailed  cost  analysis  based  on  1952  workload.  For  each  of  Plans  "A,  ”  "B, "  and  "C"  there  is  a  prin¬ 
cipal  exhibit  (Exhibit  "A")  showing  financial  and  personnel  requirements  for  each  end  item  a3  contributed  by 
the  main  organizational  divisions  of  DSC.  Added  to  this  are  other  costs  such  as  supplies  and  maintenance. 
Direct  coso  are  derived  first,  to  which  are  added  administrative  and  overhead  costs.  Unit  costs  are  based  on 
direct  costs  for  purposes  of  application  to  workload  trends. 

Supporting  Exhibit  "A"  are  a  number  of  schedules  showing  details  of  personnel  requirements  and  spread 
of  allowable  costs  to  the  various  end  items. 

The  following  are  pertinent  explanatory  notes  in  connection  with  Exhibit  "a"  and  supporting  schedules: 

a.  Basic  man-days  were  determined  by  workload  for  each  operating  section  and  were  converted  to  man- 
years  on  the  basis  of  216  work  days  (days  on  the  job)  per  man-year.  (See  Section  IV. ) 

b.  Dollar  requirements  (Schedule  I)  are  based  on  the  third  salary  step  of  each  grade  for  all  employees. 

c.  Administrative  costs  Include  salaries  of  all  personnel  other  than  those  directly  chargeable  to  specific 
end  items.  They  also  include  all  travel  and  the  cost  of  15  guards. 

d.  Basic  man-year  requirements  are  rounded  out  to  full  positions  required  with  corresponding  dollar 
requirements  added  tc  the  total. 

e.  Overtime  costs  are  estimated  at  one  percent  of  total  salaries. 

f.  Supply  requirements  for  all  these  plans  are  worked  out  in  detail  in  Schedule  III  in  Plan  "C.  "  Supplies 
for  Plan  "A"  are  computed  at  68$  of  Plan  "C,  "  and  for  Plan  "B,  ”  63$  of  Plan  "C.  ” 

g.  Machine  maintenance  and  rental  are  service  contract  obligations. 
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noouaant  Servloe  Center 
nery  of  Coat*  end  Men  Tears,  Plea  "A" 

In  Rhole  Coll era  end  Men  Tears 
Exhibit  A 

Total  Receiving 


Cubjcot  Analysis 

Deseript.  .CuEject  Distri  iwtion 

Cataloging  Cataloging  Classific.  Abstracting 


Catalog  Cirri  >rvic 
Catalog  Cara 
Cards  Distribu. 


Direct  Operating  Coots; 

5>£g2SgI  Services 

bocument  Processing  158,357 

Man  Tears  ^9  •Ail* 

Bequest  Services  134,425 

lien  Tears  1+7.01 

Library  78,900 

Man  Tears  25.00 

Editorial  &  Copy  Preparation  39,025 

Man  Tsars  24.17 

Reproduction  175  >533 

Man  Tears  148.96 

Shipping  29*551 

Man  Tears  8.81, 

Total  Personal  Services  716,291 


18,650 

5*33 


87,956 

25*52 


25,7114 

5*64 


26,537 

5.15 


13,500 

3.05 


Printing 

Total  Direct  Costs 


22,000 

W!7&- 


46,025 
15. 94 
46,883 
12.-9 


Total  Direct  Man  Tears 

191.42 

5*33 

25.32 

5.64 

5.15 

3.05 

26.55 

6.07 

Overtime,  Lump  Sum  Leave,  FICA 

16,753 

438 

2,057 

601 

622 

316 

2,161 

4  94 

Operating  Supplies 

137,754 

300 

1,419 

415 

i |2£> 

217 

17,706 

452 

Maintenance  &  Machine  Rental 

4,748 

152 

579 

I40 

12S 

76 

659 

151 

277715 


nr,T59 - HOT” 


Administrative  &  Overhead  Costs, 

Personal'  services  158,096 

Man  Tears  31*96 

Overtime,  Lump  Sum  Leave,  FICA  3,190 

Travel  &  Guard  Service 

Total  Administrative  &  Overhead  Costsl94,386 


16,958 

3.92 

392 

■m- 


Total  Costa 
Total  Man  Tears 

Positions  Required 
Additional  Dollar  Requirements 
Total  Dollar  Requirements 
Unit  Costs,  Direct  Costs  Onlyt 
Un!  W  Produced 


Unit  Costs 


2?3.38 


6.35 


177772 

5.65 


17,911  3,922 

4.15  .91 

416  90 

6 /IS  1/02 

■TO? — 

[3777777  2^,935" 

50.63  6.9S 


- 17155,535  S77929 - 

■"125,322  — 

- 39>S - 

ism — 

l?,ii7l 

- HOT — 277WT — 

221,480 

50,925 

54,195 

54,195 

lit, 468 

8,508,240  4,173,629 

Documents 

Titles 

Titles 

Titles 

Titles 

C-rds  Cards 

.088 

1.807 

.786 

.310 

.975 

.005 

7,00S, 240  44,658,720  .71  at  .01 

2,369,520  U77  -t  .01 

1,500,000  13  at  .02 


Catalog 

lard  ''"Price 

tri  t.ish 
,\cc.  !,ist 

Reclasa. 

Bulletin 

Transla. 

List 

Request 

Process. 

Document  Supply  Service 

bocal  Lib. 
Service 

Tech. Data 
Digest 

Catalog 
ng  Cards 

Card 

Diatribu. 

Storage 

Reproduction 

Demand 

Acquisition  Bib. 

46,02) 

13.94 

46, 885 
12.59 

i,6Sj 

.51 

319 

.22 

17.325 

3-34 

511 

.10 

1,1,04 

.14 

551 

.10 

202 

06 

412 

.11 

2,136 

.63 

5,306 

1.20 

1,464 

•37 

232 

.07 

108,  -49 
25.'  7 
26,593 
7*94 

29,303 

8.35 

4,163 

1.24 

HirrH 

0  0 

15,470 

1**56 

31,003 

8.13 

4,863 

1.43 

4,665 

1.16 

156 

.05 

47,133 

13.53 

20,907 

5.00 

92  ,906 

2,646 

2,750 

7,o02 

126,000 

15,470 

477133 

26,907 

26.53 

6.07 

.61 

.30 

1.64 

33*91 

9.59 

35.92 

4.56 

10.77 

13.53 

5.00 

2.161 

ls9U 

48 

S7 

141 

3,166 

797 

2,938 

385 

933 

1,079 

490 

17,706 

1*52 

34 

63 

113 

3,910 

785 

109,889 

250 

656 

760 

337 

659 

151 

15 

27 

34 

840 

243 

888 

121 

263 

328 

124 

-TOT2- 

21,!i52 

2,143 . 

2,%7 

T.296 

—143A58 

35,591 

15597715“ 

16,2^6 

42,539 

17,911 

3,922 

400 

525 

1,353 

26,075 

6,449 

24,305 

2,983 

7,844 

9,087 

4,032 

4.15 

,01 

.09 

.12 

•31 

6.05 

1.49 

5.62 

.69 

1.82 

2.10 

.93 

416 

90 

9 

16 

27 

60* 

152 

560 

75 

178 

205 

93 

6,rae 

1,302 

154 

276 

446 

10,036 

g.52?- 

-_2ias _ 

1,221 

—  II  !■ 

~37OT - 

"  IT,' 577“ 

UN 

— rp^b7r~ 

T5^3o - 

27706 

T,744 

9411° 

179,870 

^4,419 

273,890 

20,503* 

53,518 

02,012 

49,534 

50.63 

.70 

.92 

1.95 

39*94 

11.08 

41*54 

5.25 

12.59 

15.63 

5.93 

5>2 

7 

l 

1 

2 

42 

12 

43 

13 

17 

6 

5,965 

75 

1,150 

325 

234 

9,263 

3.687 

9,621* 

2,y24 

.  -L22... 

_ — 

— gg _ 

“27311 

'  5,^6  "■ 

-T7W~' 

■“973$““ 

4S,loi> 

283,514 

23,4^7 

5 5,^7 

67,41*4 

54,119 

I  8,508,240  4,173,629 

2,600 

12,000 

500 

24,448 

37,581 

42,832 

9,313 

1,312 

- 

59,425* 

Oris 

’".16;' 

Copies 

Copies 

Copies 

Requests  Documents 

Documents 

Documents 

Bibliographies 

Copie s 

.00, 

.724 

.244 

14*580 

5.856 

.939 

5.597 

1,742 

32.423 

.738 

'.,21*0  4,6j6,72U 

.7.  at  .olo 

2, }tf;,5Z0 

■"T  t,  .016 

i,50u,oou 

12  at  .025 

♦Excludes 

2  indexes  totaling  9|2CX)  copies* 
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Personal  Services  Requirements  by  Operating  Functions 
Sohedule  I 
Plan  "A" 


Funotion 


Indir  it 

Direct 

Supervision 

Total* 

Coat 

M/Y.  Sat 

M»Y«  Coat 

A*  Document  Processing 


1. 

Document  Receiving 

4.97 

16,736 

.36 

1,916 

6.33 

18,660 

2. 

Dup.  Check  4b  Descrp.  Cat* 

17.87 

61,998 

1*2^ 

6,886 

18.96 

68,884 

4. 

Foreign  Language  Abstraot 

1.62 

7,862 

.11 

690 

1.73 

8,442 

6. 

Distribution  Classification 

10.06 

48,367 

.73 

3,894 

10.79 

62,261 

6* 

Seourity  Che  ok 

2.46 

9,663 

.18 

967 

2.63 

10,630 

Request  Services 

1. 

Document  Request 

21.16 

88,490 

1.99 

10,324 

23.16 

98,814 

2. 

Distribution  Records 

2.58 

8,690 

.24 

1,246 

2,32 

9,836 

3. 

Doouaent  Supply 

7.64 

25,617 

.71 

3,686 

8.36 

29,303 

4. 

Deswnd  Bibliographies 

7.67 

28,011 

.56 

2,992 

8.13 

31,003 

6* 

Document  Acquisition 

4.17 

15,464 

.39 

2,016 

4.66 

16,470 

Library 

1. 

Catalog  Card  File  Maintenance 

9.20 

29, 989 

.67 

3,678 

9.87 

33,667 

2. 

Aroh'.ves 

7.78 

26,-90 

.56 

2,992 

8.34 

28,182 

3. 

Reference  Servioe 

4.47 

15,441 

.32 

1,710 

4.70 

17,161 

Editorial  Sc  Copy  Preparation 

1. 

Editorial 

5.54 

25,274 

.51 

2,816 

6.06 

28,089 

2*. 

typing 

12.29 

38,961 

1.10 

6,968 

13  39 

44,929 

3. 

Proofreading 

2.07 

7,002 

.18 

985 

2.26 

7,987 

4. 

Illustration  Sc  Lav  out 

3.83 

12,165 

.34 

1,878 

4.17 

14,043 

Reproduction 

1. 

Photocopy 

.82 

3,437 

.16 

688 

.97 

4,126 

2. 

Plateaaking 

3.16 

12,108 

.28 

1,368 

3.43 

13,4*6 

3. 

Photo duplicating 

1.36 

4,136 

.19 

893 

1.56 

6,02  i 

4. 

Offset  Duplicating 

1.78 

6,688 

.16 

772 

1.94 

7,460 

6. 

Bindery  (Collating) 

1.03 

3,626 

.09 

434 

1.12 

3,959 

6. 

Bindery  (Cutting) 

4.00 

14,201 

.36 

1,7  49 

4.36 

16,950 

7. 

Bindery  (Drilling) 

Bindery  (Banding) 

.16 

631 

.02 

9»3 

.17 

629 

3. 

.62 

1,846 

.04 

196 

.66 

2,042 

9. 

Bindery  (Stitching) 

.43 

1,523 

.03 

142 

.46 

1,666 

10* 

Stock  Handling 

1.08 

3,688 

.10 

488 

1.18 

4,176 

11. 

Conxrol 

6.04 

16,846 

.46 

2,237 

6.60 

19,083 

12. 

Micro filming 

10.23 

33,291 

2.01 

9,287 

12.24 

42,678 

13. 

Film  Processing 

2.98 

9,754 

.69 

2,727 

3.67 

12,461 

14. 

Miorofilm  Archives 

8.12 

26,848 

1,60 

7,407 

9.72 

33,256 

16. 

Process  Airgraph 

3.23 

11,633 

.63 

3,913 

3.86 

15,446 

16. 

Photo  Prints 

.61 

2,710 

.16 

741 

.97 

3,461 

Shipping 

1. 

Addres so graph 

4.66 

•  14,363 

.41 

2,108 

4.97 

16,471 

2. 

ATI  Cards 

2.17 

6,937 

.20 

1,041 

2.37 

7,978 

3. 

Request  Doouaent ■ 

1.97 

6,286 

.18 

930 

2.16 

7,216 

8. 

Reolassifioation  Bulletin 

.66 

1,764 

.06 

316 

.61 

2,070 

6. 

Demand  Bibliography 

.05 

166 

- 

• 

.06 

166 

7. 

A8TIA  Publications 

.06 

187 

. 

e» 

.06 

187 

8. 

Form  Letters 

.23 

931 

.04 

204 

.27 

1,136 

Total  Direot  Man  Years  &  Salaries 
Leas  Preparation  of  Manuals 

T7S7V5" 

64^,048 

18.00 

$5,176 

187.33“ 

*5*7,218 

and  Brochures 

4.62 

16,196 

1.35 

4,732 

5.97 

20,927 

I737TT 

|638, §63 

16.  66 

191.42 

TJT?,»1 

•Notei  Total  sa.aries  in  eaoh  work  funotion  refleot  the  third  atop  of  aaoh  grade* 
The  total  ealariea  divided  by  the  total  ntaber  of  employees  equal a  average 
•alary  uaed  J_  determining  total  ooata  for  eaoh  function* 
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PUN  "A" 


SCHEDULE  II 


Allocable  Coats  Other  Than  Direct  Personal  Services 


Direct  Peraonal  Sendee  Overtime,  Lump  Sum  L?ave,  PICA 
Administrative  Salaries  Man  Years 

AdminietratJ  ve  Psrsonnel  26 

Administrative  Support  5.97 

iSt 

Administrative  Overtime,  Lump  Sum  Leave,  FICA 
Total  Administrative  Personnel  Costs 
Guard  Service 
Temporary  Duty  Travel 
Machine  Maintenance  5:  Rental 
Total  Except  Supplies 
Supplies 

Total  Allocable  Costs 


Salaries 
nil? ,169 
20,927 

3,190 


(4) 

(5) 

(6) (7)(S) 


$  l| 


111 

k 

c 

13' 

535: 


(1)  Overtime  represents  1%  of  Direct  Personal  Services  Costs 

(2)  Terminal  Leave  represents  &6%  of  total  estimated  payments 

(5'  Social  Security  Taxes  represents  86£  of  total  estimated  payments  i 

(4)  Based  on  third  vtep  each  employee 

(5)  Includes  distribution  r.f  5.97  man  years  for  ..u.nuais  and  brochures 

(6)  Adadnistr.r'lv-  Overtime  represents  1%  of  salaries 

(7)  Terduial  L er<r  represents  11$  of  total  estimated  payments 

i'oj  Social  Security  Taxes  represents  l4e  of  total  estimated  payments 
(9;  Fifteen  guards  at  average  salary  of  32900 

(10)  Estimated 

(11)  Distribution  of  Supplies  shovm  on  Schedule  III 


Distribution  of  Allocable  Costs,  Except  Supplies,  to  Primary  Activities 
(Based  on  Direct  Personal- Services  Costs)  * 


Direct 


Activity 

Salaries 

Percent 

Receiving 

13,650 

2.60 

Descriptive  Cataloging 

37,956 

12,28 

Subject  Cataloging 

25,714 

3.59 

Distribution  Classification 

26,537 

3.70 

Abstracting 

13,500 

1.88 

Catalog  Card  Preparation 

92,906 

12.97 

Catalog  Card  Distribution 

20,325 

2.84 

British  Accession  List 

2,046 

.29 

Reclassification  Bulletin 

2,750 

.33 

Translation  List 

7,002 

.93 

Request  Processing 

135,242 

18.88 

Storage 

33,466 

4.67 

Reproduction 

126,000 

17.60 

Acquisition 

15,470 

2.1b 

Demand  Bibliography 

40,687 

5.68 

Local  Library 

47,133 

6.5S 

Technical  Daxa  Digest 

20,907 

H7£5&1 

2.92 

ITOfc 

Direct  Over¬ 
time,  Terminal 
Leave,  FICA 

Admini strative 
Salaries 

Admin.  Over¬ 
time,  Terminal 
Leave,  FICA 

437 

3,590 

8? 

2,059 

->-6,953 

392 

601 

4,953 

115 

622 

5,110 

118 

317 

2,596 

60 

2,173 

17,911 

416 

476 

3,922 

90 

49 

400 

9 

37 

525 

16 

141 

1,353 

27 

3,166 

26,073 

603 

797 

6,449 

152 

2,937 

24,305 

56O 

335 

2,933 

73 

933 

7,344 

173 

1,079 

9,087 

205 

439 

4,032 

93 

$^6, 7^3 

*13^ 

ces 


ave,  FICA 

Lfan  Years 
26 


Salaries 

,117,169  (4) 

(5) 

3,190  (6)(7)(S) 


$  16,753  (1)(2)(3) 


141,236 
43,500  (9) 
9,600  (10) 
4,742  (10) 

137,754  (ID 
■5553,6a 


t  Services  Costs 
imated  payments 
tal  estimated  payments 


br  -.unuais  and  brochures 
’salane  a 
timated  payments 
ptal  estimated  payments 


P  III 

3 s,  to  Primary  Activities 
osts) 


rcent 

Direct  Over¬ 
time,  Terminal 
Leave,  FICA 

Admini strative 
Salaries 

^.60 

437 

3,590 

12.2g 

2,059 

16,953 

3*59 

601 

4,952 

3.70 

622 

5,no 

1.22 

317 

2,596 

12.97 

2,172 

17,911 

2.24 

476 

3,922 

.29 

49 

400 

.32 

27 

525 

.92 

141 

1,353 

12.22 

3,166 

26,073 

4.67 

797 

6,449 

L7.60 

2,937 

24,305 

2.16 

325 

2,923 

5*62 

933 

7,244 

6.52 

1,079 

429 

9,027 

2.92 

4,052 

SOS 

■ 

Admin.  Over¬ 
time,  Terminal  Travel  & 
Leave,  FICA  Guard  Service 


Machine 

Maintenance  Administrative 
&  Rental  Man  Years 


33 

1,331 

392 

6,5a 

115 

1,906 

112 

1,965 

60 

993 

416 

6,827 

90 

1,502 

9 

154 

16 

202 

27 

520 

603 

10,025 

152 

2,430 

56O 

9,345 

73 

1,147 

173 

3,016 

205 

3,494 

1,551 

132 

.83 

579 

3.92 

140 

1.15 

122 

1.2c 

76 

.60 

659 

4.15 

151 

.91 

15 

.09 

27 

.12 

34 

.31 

240 

6.04 

243 

1.49 

222 

5.62 

121 

.69 

263 

1.22 

322 

2.10 

124 

SHOT 

_j92 

31.97 

Section  III  -  4 


Photo  Offset  Plates 


Paper,  Dennison,  Gum 
Paper,  Index,  Bristol 
Paper,  Offset 


Paper,  Masking 

Paper,  Duplicating,  Copy 

Xerox  Plates 

Miscellaneous  Reproduction  Supplies 
Miscellaneous  Addressograph  parts 
Miscellaneous  flexowriter  supplies 
Oorr (gated  oardboard  boxes 
Binding  Wire 
Penalty  Envelopes 
Ion-penalty  envelopes 
Master  Mailer  Cartons 
Paper,  Photographic 

Ch«u.«ls,  Developer,  (Airgraph) 
Chanicals,  Stop 
Chacioals,  Tlx 

Chemicals  for  Processing  Microoard 

Paper,  Microoard 

Miorofila 

Oialid  paper  and  fila 

Solution,  priut  atralghtaner 

Mlscellanaous  spare  parts 

Draarlng  Paper  A  Illustration  Board 

Painta,  Oils 

Drawing  Iastnsaents 

Brushes  and  Pencils 

Miscellaneous  ink,  pens,  spray,  eto. 

Total  Coat,  Operating  Supplies 


(a)  Doouaents  to  oatelog*  170  per  dx/  x  260  days  ■  42,000  per  year,  4  6  psr  layout 

(b)  76  ATI  doouaents  per  day  requiring  extra  plates 
(o)  TAB  -  72  pages  per  week  z  62  weeks 

(d)  Poms  to  print,  66  x  6  printings  (Avg  S  pages) 

(•)  Reolassifioation  Bulletin,  10  pages.  Monthly  | 

(f)  Prefab  Bibliographies  11,268  subject  headings  x  2  reproductions  •  6  per  layout  , 

(g)  Listing  solsntlfio  4  tsohnioal  rsportsi  ASTIA  Products  4  Services,  Mlsosllansous 


For  Franked  Stickers 
For  11,580,000  cards 
(s)  TAB,  3744  pas68  x  4,000  runs 

(b)  Miso  Forms  22-1/2"  x  35”  sheets 

(c)  Scientific  &  Technical  reports 

(d)  Mise.  Reproduction 


Form  1 

Mise.  reproduction 

Repair  parts  for  Multilith,  special  ink,  cleaner  sheets,  cleaning  solution,  etc. 


1000  each  of  3  sizes  J 


4  sizes 
3  sizes 
2  sizes 

Horme.1  workload  is  based  on  278  ret  uests  per  day,  avg.  50  pages  per  documents,  o; 
total  cf  13,900  pages  muired  per  day,  or  18  rolls 

Based  on  278  requests  per  day.  Daily  use  4  packages 

Based  on  278  requests  per  day.  Daily  use  3-1/3  packages 

Based  on  278  requests  per  day.  Daily  use  3-1/4  packages 

Unit  cost  same  as  airgraph  chemicals. 

Based  on  62  documents  processed  daily,  totaling  3600  cards,  or  5  rolls  of  paper 
Based  on  62  documents  processed  daily  requiring  3  rolls  daily 
For  reproducing  20  ozalid  requests  daily 
To  remove  curl  from  photographic  paper 
For  enlarger,  paper  chopper,  etc. 

For  restoration  of  documents;  making  badges, 

making  badges, 
making  badges, 
making  badges, 


For  restoration  of  documents; 
For  restoration  of  documents; 
For  restoration  of  documents; 


For  restoration  of  documents;  making  badges, 


signs  etc. 
signs  etc. 
signs  etc. 
sign3  etc. 
signs  etc. 


Note i  Distrioution  of  costs  other  than  those  directly 

chargeablt  are  distributed  on  basis  of  known  usage. 


Section  III  -  5 


Distribution  of  Coats  of  Operating  Supplies 


Flan  "A" 


Total 


Daacrlp. 
Receiving  Catalog. 


Cubject  Analysis 
'lib;  act  Rlstrib. 


Catalog.  Classif. 


Abstract¬ 

ing 


Catalog  Card  Service 


lard 

Prop, 


Card 
Diatrl. 


1. 

1,263 

1,263 

2. 

5. 

571 

571 

i*. 

217 

6 

27 

8 

8 

It 

28 

6 

5« 

19 

6. 

826 

826 

7. 

1,254 

33 

151* 

1*5 

i*6 

21* 

162 

36 

8. 

9. 

10. 

250 

1*>997 

1*,997 

125 

11. 

5, 1*1*0 

liil 

668 

195 

201 

102 

706 

15U 

12. 

122 

3 

15 

1* 

5 

0 

16 

5 

13. 

68 

2 

8 

2 

3 

1 

9 

2 

11*. 

391 

391 

15. 

700 

16. 

31*0 

9 

1*2 

12 

15 

6 

1*1* 

10 

17. 

18. 

19. 

20. 

3,290 

loo 

371 

50 

39 

10 

183 

1*6 

55 

13 

55 

11* 

28 

7 

1,993 

he 

i* 

100 

11 

a. 

20 

22. 

23* 

21*. 

i*,723 

1,536 

300 

1,536 

25. 

95,625 

26. 

2,750 

27. 

1*,330 

28. 

3,9oo 

29. 

30. 

31. 

1,028 

32. 

500 

35. 

500 

31*. 

700 

18 

86 

25 

26 

15 

91 

20 

55* 

588 

10 

1*8 

11* 

11* 

7 

50 

11 

36. 

221* 

6 

28 

8 

8 

1* 

29 

£, 

37. 

200 

5 

21* 

7 

7 

1* 

26 

38. 

276 

7 

31* 

10 

10 

5 

36 

g 

39. 

12 

—  .2 

-17 

17 

9 

60 

15 

#137  >73^ 

301 

3AT 

1*27 

- 515 - 

iw — 

— s;sir 

British  Reclass. 
Ace.  List  Bulletin 


16 


2 

1 

1 

1 

1 

1 

nr 


i 

19 


21 


Translation 

List 


-gj- 


12 


53 

1 

1 


3 

15 


-n£- 


Re  quest 
Process. 


ill 

256 


1,028 

21* 

U* 


700 

65 

281 


70 


152 

71* 

1*2 

3« 

51 

87 


Document  ii 
oraga  Rayi 


10 


59 

60 


251* 

6 

3 


16 

70 


17 

25 

10 


150 


33 

18 

10 

9 

13 

22 

“78T 


95 


i 


i 


l 


i 


i 


Catalog  Card  Sendee 

Abstract-  Vnd  5573  British  Rsclasa. 

— *£& Fr»P»  Platri.  Acc.  List  Qulietln 

1.^6 J 

571 


Translation 

list 


Hs  quest 
fracses. 


DeaAnd  Locju  library 
BlUlc^rtphj  Serrtoe _ 


Technical 
3a  ta  Di  n  >t 


6 

28 

826 

6 

1 

1 

19 

2 

61 

10 

38 

5 

12 

16 

6 

26 

162 

6,997 

36 

125 

6 

5 

12 

236 

59 

60 

220 

65 

27 

71 

8? 

37 

102 

2 

1 

706 

16 

9 

156 

3 

2 

16 

21 

53 

1 

1,028 

26 

256 

6 

557 

21 

118 

3 

309 

7 

358 

8 

159 

I. 

391 

1 

16 

3 

12 

1 

6 

6 

4 

2 

6 

28 

66 

1,995 

10 

62 

1 

6 

1 

6 

5 

1  C 

700 

65 

16 

6) 

7 

19 

22 

10 

100 

-~ 

70 

262 

32 

85 

98 

66 

7 

68 

11 

1 

70 

X 

17 

25 

65 

25 

8 

a 

26 

u 

6,723 

10 

10 

6,723 

1,536 


150  150 

95,625 
2,750 

14,330 

3,900 


1,028 

500 


Section  III  -  6 


MWmUg  AMD  MACHIHB  RENTAL 
Schedule  17 


PUN  A 

Rental  of  loro*  $  600 

Serrics  Contract  for  Cameras  1,000 

Contract  for  Electrical  Services  500 

Contract  for  Plunking  Services  2,000 

Contract  for  Repairs  to  Processor  and  Printer  600 

Contract  for  Sharpening  Cutter  Blades  and  Drills  UB 

$U,7k& 


Section  in  -  7 


Dceofltat  Ssrrice  Cenbti 
Sfaaeery  of  Costs  aad  Mbs  Tarj,  Plan 
Is  ®»1*  Ool-ars  .wd  Bn  Tears 


Exhibit  A 


Direct  Operating  Coses 

“Te.'se— 1  Snwti 

Doc— eat  Prcc*»di*  252,332 

Mu  Tears  60.52 

to— t  Ur¥>9 

Cu  Tears  1.2? 

Rsqcsrt  Services  i93*662 

Tears  C  Qtj 

Library  35,620 

Bn  Tears  10^j2 

Tutorial  &  Copy  Preparation  96,522 

Men  Tsare  27.55 

Bepr^dsstioo  129,520. 

Ben  leers  *.7.} 

Jbipfdnf  35^ 

Ihn  Tears  10.66 

Total  Direct  Personal  Senioss  7577^5 

Total  Direct  Mac  Tears  196*57 

Ore  riles,,  ta*p  3—  Lease,  FICt  16,853 

Operating  Supplied  127,512 

ikintensnee  &  Machine  Dental  U,7US 

Total  Direct  Costa  F6,U£ 


l«,u76 

5.J6 


DcpHccte  Doctor.  >script*  Scbpert  >;  tri. 
>sd:  lalntain.  Catalog,  lataicz  aajgjf 


18,120 

k.?i 


cC,867  2U,22i  27,600 
16.75  5.«  5.?S 


9.25 


lu  9? 
jZl 

£88 


9-r? 

SCO 

685 


it.7> 

l^L- 

96? 


ttesxistntise  *  Oeerheed  Costs 


Cult  Cost 


^rtrt.  Di  m.  Absm-v  :•*=«»- 

-^°g  aaqjf.  in,  r-r-itf 


Catalog  Cards 
Pre£.  Dlsm. 


Hero-  Reels  ss.aill.  request 
Distri.  cards  Prep.  Clstri.  Process, 


Docuasnt  3ui 
Storage  Reprod. 


26,221 

p.06 


27,699 

5.73 


32,?-£ 


U,it09 

1.25 


lii,66? 


--,226 

1,732 

23,735 

6,986 

137 

l*-»33 

•51 

6.8* 

2.02 

.% 

39,823 

2,08b 

16,857 

32,51* 

bl5 

10. 3* 

•56 

b.60 

8.66 

.11 

79,609 

20.22 

15,506 

i,Js2 


26,867 

7U*6 


13.S80 

l:.22 


vfrt  fj 


Request 

Process, 


Storage 


Document  Supply 


Acq„ 


Demand  Local  Library 
Bibliography  gerrlpe 


79,609 

20.22 

15,306 

4*42 

26,067 

7 .4 6 

4,269 

1.29 

37,804 

10.50 

4,865 

1.47 

11,705 

2.97 

id,  001 
11.14 

156 

.05 

20,514 

6.00 

51,136 

4?,74§ 

i-1,705 

TJ.,157 

2i|.6u 

8.75 

11.97 

2.97 

11.19 

6.00 

2,206 

723 

993 

272 

956 

4H 

2^67 

631 

66,486 

186 

662 

326 

212 

290 

72 

270 

145 

110,510 

"T2_,2^5 

-?HS£ — 

17,493 

5,753 

7,876 

2A5«> 

7,583- 

3,737 

U.oc 

1.31 

1.80 

•49 

1.73 

.86 

m 

133 

183 

50 

176 

87 

k mm 

3igg 

855 

,3,W5 

1,481 

^,835 

3,o6i 

w — 

124,799 

40,341 

121,699 

15,296 

53,807 

26,561 

28.64 

10.06 

13.77 

3*46 

12.92 

6.86 

30 

10 

15 

4 

14  7 

5ig!g_ 

«• 

10,869 

2,390 

...  3,972  474 

40,041 

13^,56?“ 

"1WK 

24,448 

37,581 

42,032 

4,656 

1,312 

12,042 

Quests  Documents  Docurents 

Titles 

Bl'cliogiarhies  References 

4.089 

.870 

2.580 

2.628 

32.808 

1.765 

Section  IG  -  S 


Personal  Services  Rsquiraments  by  Operating  Funotions 
Schedule  I 
Plan  "B" 


Indireot 


Fusotion 

Diraot 

m.y: 

Cost 

Supervision 

M.Y.  *5>at 

Total* 

M.Y.  Coat 

A.  Dooment  Processing 

1.  Document  Receiving 

4.99 

18,714 

.37 

1,782 

6.86 

15,476 

{,  Dup.  Chaok  ft  Desorip,  Cat. 

17.76 

62,106 

1.32 

6,280 

19.07 

68,886 

6.  Distribution  Classification 

10.08 

48,199 

.78 

3,721 

10.84 

61,920 

6*  Seourity  Chaok 

2.47 

9,696 

.19 

903 

2.66 

10,601 

B.  AsBOUBcaaast 

1.  Titla  Ansounoaaant  Bulletin 

l.lb 

3,917 

.09 

492 

1.26 

4,409 

C.  Request  Serrloas 

1*  Doom  ant  Haquaat 

15.69 

66,742 

1.68 

7,838 

17.27 

74,680 

2.  Distribution  Haeorda 

2.66 

8,816 

.50 

1,406 

2.96 

10,222 

3.  Doomant  Supply 

7.88 

26,461 

.82 

3,826 

6.45 

29, 287 

4.  Danand  Bibliography 

7.67 

27,692 

.67 

2,720 

8.14 

30.612 

5e  Doomant  Acquisition 

2.68 

9,266 

.29 

1,362 

2.97 

10,607 

D.  Library 

1.  Catalog  Card  File  Maintenance 

7.92 

25,861 

.68 

3,248 

8.60 

29,094 

2*  Archives 

7.68 

26,069 

.68 

2,764 

8.26 

27,833 

3.  Reference  Service 

4.48 

15,426 

.34 

1,621 

4.82 

17,047 

S.  Editorial  A  Cbpy  Preparation 

1.  Editorial 

2.94 

11,948 

.26 

1,431 

3.20 

13,379 

2.  Typing 

17.58 

65,493 

1,45 

9,499 

19.01 

64,992 

3.  Proofreading; 

2.68 

9,661 

.22 

1,208 

2.90 

10,869 

4.  Illustration  ft  layout 

3.46 

10,976 

.28 

1,543 

3.74 

12.619 

F.  Reproduction 

1.  Photocopy 

.94 

3,961 

c!6 

817 

1.1G 

4,778 

2.  PI  at  making 

3.62 

13,929 

.30 

1,666 

5.92 

16,584 

3.  Photo  duplicating 

1.34 

5,614 

.17 

902 

1.61 

6,416 

4.  Offset  IXiplioating 

3.20 

13,136 

.26 

1,431 

3.46 

14,666 

6.  Bindery  (Collating) 

1.48 

6,064 

.12 

670 

1.60 

6,724 

8.  Bindery  (Cutting) 

5.96 

22,265 

.49 

2,705 

6.46 

24,970 

7,  Bindery  (Drilling) 
fi.  Bindery  (Banding) 

.16 

562 

.02 

111 

.17 

673 

.64 

2,191 

.06 

269 

.69 

i-,460 

9.  Bindery  (stitching) 

.83 

2,928 

.06 

334 

.39 

3,162 

10.  Stock  Handling 

1.06 

3,623 

.09 

492 

1.16 

4,115 

11.  Control 

5.04 

17,123 

- 

am 

6.04 

17,123 

12.  Microfilming 

10. 25 

33,338 

1.74 

e,9io 

11.97 

42,248 

13.  film  Processing 

2.84 

9,861 

.49 

2,499 

3.33 

12,360 

14.  Miorofilm  Archives 

8.12 

26,083 

1.38 

7,006 

9.60 

33,089 

16.  Prooesa  Airgraph 

3.06 

10,683 

.53 

2,704 

5.61 

13,587 

16.  Photo  Prints 

4.99 

17,042 

.33 

4,209 

5.82 

21,261 

G.  Shipping 

1.  Addresaograph 

4.60 

14,392 

.48 

2,226 

5.08 

16,517 

2.  ATI  Cards 

1*69 

6,060 

.17 

795 

1.76 

5,846 

3.  Request  Docmants 

1.97 

6,266 

.21 

981 

2.18 

7.237 

4*  Title  Announoaaent  Bulletin 

1*  20 

3,814 

.18 

610 

1.33 

4,424 

5.  Reels* aifi cat ion  Bulletin 

.65 

1,745 

.06 

283 

.81 

2,028 

6,  Demand  Bibliography 

.06 

153 

m 

- 

.05 

166 

7.  ASTIA  Publications 

.06 

187 

- 

.06 

187 

8.  For*  Letters 

.22 

696 

.03 

142 

.25 

838 

Total  Direct  Man  Tears  A  Salaries 

lfls.te 

452,702 

16.<5<5 " 

5T7W 

201.  or 

744,  (>6i 

Less  Preparation  of  Manuels 

and  Brochures 

3.86 

13,888 

.80 

2,886 

4.65 

16,775 

I757T7 

V530TT" 

"177 W" 

998, kit 

1W7  W 

*Sot#i  Total  aalarlaa  Is  aaoh  work  funotitn  rafl  act  the  third  at *p  of  *aoh  grad*. 
Tha  total  aalarlaa  dirldad  by  tha  total  number  of  employees  equals  average 
•alary  uead  is  determining  total  ooata  for  aaoh  function. 


Section  in  -  9 


PLAN  aB» 


SCHEDULE  II 


Allocable  Costs  Other  lfean  Direct  Personal  Services 


Direct  Personal  Services  Overtime,  Loop  Sub  Leave,  FI6A 
Administrative  Salaries 
Administrative  Personnel 
Administrative  Support 

Administrative  Overtime,  Lump  Sum  Leave,  FlCA 
To^l  Administrative  Personnel  Costs 
Quaru  Service 
Temporary  Duty  Travel 
Machine  Maintenance  &  Rental 
Total  Except  Supplies 
Supplies 

Total  Allocable  Costs 


Man  Tears 
26 


Salaries 
117,169  ( 4 ) 
1^773  (  5) 


$  16,  i 


3,117  (6)(7)(8) 


(1)  Overtime  represents  1$  of  Direct  Personal  Services  Costs 

(2)  Terminal  Leave  represents  g 4*8£  of  total  estimated  payments 

(3)  Social  Security  Taxes  represents  &h.£%  of  total  estimated  payments 

(4)  Based  on  third  step  each  employee 

(5)  Includes  dietribution  of  4*65  man  years  for  manuals  and  brochures 

(6)  Administrative  Overtime  represents  l£  of  salaries 

(7)  Terminal  Leave  represents  15*2£  of  total  estimated  payments 

(8)  Social  Security  Taxes  represents  15*2£  of  total  estimated  payments 

(9)  Fifteen  guards  at  average  salary  of  $2900 

(10)  Estimated 

(11)  Distribution  of  Supplies  shown  on  Schedule  III 


Distributicp  of  Allocable  Costs, 
(Based  an  Direct 


Supplies,  to  Primal 
L  Services  Costs) 


Activities 


Direct 


Activii 


Direct  Over¬ 
time,  Terminal  Administrative 


Admin.  Over¬ 
time,  Terminal 


Receiving 

Duplicate  Check 

Document  Storage  Maintenance 

Descriptive  Cataloging 

Subject  Cataloging 

Dietribution  Glassification 

Abstracting 

Microfilming 

Catalog  Card  Preparation 

Catalog  Card  Distribution 

TAB  Preparation 

TAB  Distribution 

Micro  cards 

Reclassification  Bulletin  Prep. 

Rr classification  Bulletin  Distil* 
Request  Processing 
Document  Storage  (Supply) 
Document  Reproduction 
Document  Acquisition 
Demand  Bibliography 
Local  Library  Service 


Salaries 

Percent 

Leave,  FTCA 

Salaries 

Leave,  PICA 

18,476 

2.5 L 

429 

3,4ce 

79 

18,120 

2.49 

421 

3,355 

78 

34,400 

4.75 

800 

6, *35 

147 

60,867 

8.57 

1,414 

11,211 

261 

24,222 

5-35 

563 

4^+6o 

1C4 

27,699 

3.8L 

644 

5,103 

119 

lli, 688 

2.02 

541 

2,706 

63 

82,949 

11 .40 

1,926 

15,270 

355 

89^049 

12,24 

2,068 

16,395 

382 

15,757 

1*89 

519 

2,532 

59 

45,001 

6.19 

1,046 

8,291 

193 

15,680 

1.91 

523 

2,558 

60 

59,502 

5*43 

917 

7,273 

170 

552 

.08 

14 

107 

2 

2,093 

.29 

49 

388 

9 

94,995 

13.06 

2,206 

17^3 

407 

51A36 

4*28 

723 

5,733 

133 

42,749 

5  M 

993 

7, *76 

183 

11,705 

1.61 

272 

2,156 

50 

41,157 

5.66 

956 

7,5*1 

176 

20,514 

2.79  471 

3,737 

87 

f 

l66foo  $Xf>j89^T 

&W, 94? 

j&r 

IGA 


Man  Tears 
26 


Salaries 
117,1#  (4) 
16,771  (5) 


$  16,095  (D(2)(3) 


mz 

5,117  (6)(7)(«) 


137,059 
43,500  (9) 
9,600  (10) 
4,740  (10) 
-3T,m 
127,512 

ISOT 


(11) 


ices  Costs 
ted  payments 
estimated  payments 

Ls  and  brochures 
les 

|ted  payments 
estimated  payments 


Primary  Activities 
-  - 


Direct  Over¬ 
time  ,  Terminal 
1  Leave,  FICA 


429 

10- 

000 

1,414 

563 

(Mi 

341 

1,926 

2,060 

519 

1,046 

323 

sa7 

14 

49 

2,206 

723 

993 

272 

956 

»is$r 


AdMnistrative 
Sa1  Ties 

,02 

3.335 

6.335 

11,211 

4,46o 

5,103 

2,706 

15,270 

16,395 

2,532 

0,291 

2,55S 

7,273 

107 

300 

17,493 

5,733 

7,076 

2,1^6 

7,5a 


Admin.  Over¬ 
time,  Torsi nai 
Leave,  KCi 

79 

7« 

147 

261 

104 

119 

63 

355 

302 

59 
193 

60 
170 

2 

9 

407 

133 

1«3 

56 

176 

07 

W 


Travel  & 

Guard  Service 

1,550 

1,322 

2,512 

4,444 

1,760 

2,023 

1,075 

6,053 

6,500 

1,004 

3,207 

1,014 

2,003 

42 

154 

6,935 

2,273 

3,122 

055 

3,005 

1.4& 


Machine 

Maintenance  tfjdni  strati™ 


Section  ffl  -  10 


Photo  Offset  Pl»t4i 


Paper,  Dennison,  Qua 
Paper,  Index,  Bristol 
Paper,  Off sot 


Paper,  ImBio| 

Paper,  Dqplloatlag,  Copy 
iorex  Plata* 

Bisoellaneouj  Reproduction  Supplies 
IliMllaaMM  Addreseogreph  part* 
Kieuellaneene  flexmrrlter  ii^Um 
Ob  negated  otrAotri  boras 
Hr* 

Penal t y  asvelopee 
■on- penalty  arralepas 
Master  Bailor  Osrtaaa 
Paper,  rhotegrsphie 

(fcanieele,  Developer,  (Airgraph) 
Cheat  ole,  stop 
Chaaloslt,  fix 

(hsiasli  far  Pro oea sing  Miorooard 

Piper.  Xiereaar4 

XlernfUa 

Osalid  paper  aad  ft  la 

Solatia*,  prist  straighten  or 

Misaallaaaoaa  spar*  parts 

OraMlac  Paper  A  Illustration  Beard 

Ptiits,  die 

Drawing  Imstimscts 

Brashes  sad  Panel  1. 

MlseeiUaeoa*  ink,  pens,  spray,  eta. 

Total  Cost,  Operating  Supplies 


(a)  Doouaeets  to  catalog*  170  par  day  z  260  days  >  42,000  par  ytar,  4  6  par  layout  I 

(b)  76  ATI  dootHsnta  per  day  requiring  extra  plate*  i 

(0)  TAB  -  72  pages  per  reek  z  62  *e*ks  j 

(d)  Pams  to  print,  66  z  6  printings  (Avg  S  pages)  ( 

!e)  Reolassifioation  Bulletin,  10  pages.  Monthly 

t)  Prefab  Bibliographies  11,266  subject  headings  a  2  reproduction*  -  (  per  layout 
(g)  Listing  sol  sot '.fie  A  trohnioal  reports!  A8TIA  Products  A  Bsrrioos,  Kisoellaneoi 

For  Franked  Stickers  I 

For  11,580,000  cards 
(a)  TAB,  3744  pages  x  4,000  runs 
(b)  Misc  Foma  22-1/2*  *  35*  sheets 

(c)  Scientific  A  Technical  reports 

(d)  Misc.  Reproduction 

Tom  1 

Misc.  reproduction 

Repair  parts  for  Kultiiith,  special  ink,  cleaner  sheets,  cleaning  solution,  oti 


1000  each  of  3  sizes  j 

4  sixes  1 

3  sixes 
2  sixes 

Nornal  workload  is  based  on  278  recussts  per  day,  avg.  50  P*ge»  P*r  docunents,' 
total  of  13,300  pages  required  per  day,  or  IB  rolls 

Based  cn  278  requests  per  day.  Daily  use  4  packages 

Based  on  278  requests  per  day.  Daily  use  3-1/3  packages 

Based  on  278  requests  per  day.  Daily  use  3-1/4  packages 

Unit  cost  sane  as  airgraph  chenlcala. 

Based  on  62  documents  processed  daily,  totaling  3600  cards,  or  5  ro’la  of  paper 
Based  on  62  documents  processed  daily  requiring  3  rolls  daily 
For  reproducing  20  ore lid  requests  daily 
To  re acre  curl  from  photographic  paper 
For  enlarger,  paper  chopper,  etc. 

For  restoration  of  docunents;  asking  badges,  signs  etc. 

For  restoration  ~-T  docunents;  ranking  badges,  signs  etc. 

For  restoration  of  docunents;  nuking  badges,  signs  etc. 

For  restoration  of  docunents;  asking  badges,  signs  etc. 

For  restoration  of  docunents;  making  badges,  signs  etc. 


loti  1  Distribution  of  costs  other  than  those  directly 

chargeable  are  distributed  on  basis  of  known  usage. 


TUB*!* 


♦  8  ptr  ltjmt 


-  I  ptr  layout 
»a,  litoellanaoue 


solution,  eti* 


per  documents,  or  a 


5  rolls  cf  psper 


Quality 
®®r  year 

Unit 

Oort 

Total 

Coat 

7,000 

•  .22  •«. 

*  1,540 

1 

3,166 

.22  ea. 

696 

2 

3,744 

.22  ea. 

824 

3 

990 

.22  ea. 

217 

4 

120 

.22  an. 

26 

5 

3,755 

.22  ea. 

826 

6 

j.roo 

.22  ea. 

1,254 

7 

250 

8 

231,584 

.0292  et. 

6,753 

9 

1,872,000 

.0136  ea. 

25,459 

10 

400,000 

.0136  ea. 

5,440 

11 

9,000 

.0136  ea. 

122 

12 

5,000 

.0136  ea. 

68 

U 

12,000 

.0383  ea. 

460 

14 

450,000 

2.02  per  M 

909 

15 

20 

17.00  ea. 

340 

16 

- 

- 

3,290 

17 

- 

- 

100 

18 

- 

- 

371 

19 

3,000 

.0166  ea. 

50 

20 

20 

1.00  ea. 

20 

21 

700,000 

.0092  ea. 

6,382 

22 

175,000 

.0119  ea. 

2,075 

23 

7,000 

.0429  ea. 

300 

24 

4,500 

25.00  ea. 

112,500 

25 

1,000 

2.75  ea. 

2,750 

26 

833 

5.20  ea. 

4,330 

27 

823 

4.80  ea. 

3,900 

28 

- 

- 

450 

29 

1,250 

12,04  ae. 

15,050 

30 

75u 

1.78  ea. 

1,335 

31 

500 

32 

500 

33 

700 

34 

388 

35 

224 

36 

200 

37 

276 

38 

_ it L 

39 

$201,340 


Parotnt  Peroetrt 


82 

•  1263 

82 

•  1263 

87 

571 

82 

571 

- 

- 

77 

634 

100 

217 

100 

217 

74 

19 

74 

19 

100 

826 

100 

826 

100 

1254 

100 

1254 

100 

250 

100 

250 

74 

4997 

74 

4997 

- 

- 

77 

19603 

100 

5440 

100 

5440 

100 

122 

100 

122 

10c 

68 

100 

68 

85 

391 

85 

391 

77 

700 

77 

700 

100 

340 

100 

340 

100 

3290 

100 

3290 

100 

100 

100 

100 

100 

371 

100 

371 

100 

50 

100 

50 

100 

23 

100 

20 

74 

4723 

74 

4723 

74 

1536 

74 

W36 

100 

300 

100 

300 

52 

95625 

52 

5*500 

52 

2750 

52 

1430 

52 

4330 

52 

2252 

52 

3900 

52 

2028 

- 

- 

77 

347 

- 

- 

77 

113*8 

77 

1008 

77 

1838 

100 

500 

100 

508 

100 

500 

100 

500 

100 

700 

100 

700 

100 

388 

100 

38* 

100 

224 

100 

224 

in 0 

200 

100 

200 

100 

276 

100 

m 

100 

_ Jki 

100 

•D7734 

•127532 

Section  m  -  11 


Dlttrlbttfcloc.  of  Oort»  of  Cparatlnt  Sup;  11a  o 
10*  ■£» 


Itaa 

DupilcaU 

Oocoasl 

Da as rip. 

Susjaet 

Diatribe  Uoo 

A a? tract-  Piero- 

Cataloc  Card 

TAB 

xlero- 

JO. 

foUl 

ftacaiTin* 

Chad 

Stone#  Uaint. 

Catalcslx* 

Catalogue 

ClaaslfloaVco 

_J£8_ 

filing 

Pmp%  Mstrl. 

Pnp.  liatrl. 

ari» 

1. 

1.265 

1,263 

2. 

571 

571 

3. 

63b 

63b 

U. 

217 

6 

5 

10 

18 

7 

S 

b 

25 

2b 

b 

13 

b 

12 

5. 

19 

6. 

826 

526 

7. 

1.25b 

32 

31 

59 

I05 

i<2 

U 

25 

HO 

153 

ci. 

78 

2b 

68 

250 

125 

9. 

U.997 

b,997 

10. 

19,603 

19,60} 

u. 

5,1*0 

J38 

135 

257 

b55 

181 

207 

110 

620 

666 

10J 

337 

lOli 

295 

12. 

122 

3 

1 

6 

10 

b 

5 

2 

lb 

15 

2 

8 

2 

7 

13. 

68 

£ 

2 

3 

6 

2 

3 

1 

8 

8 

1 

b 

1 

b 

u*. 

391 

391 

15. 

TOO 

16. 

3bO 

5 

« 

16 

28 

11 

13 

7 

U> 

b3 

6 

a 

6 

18 

17. 

3.290 

38 

37 

70 

125 

50 

57 

30 

170 

1,982 

28 

92 

28 

81 

18. 

100 

IOO 

19. 

371 

9 

9 

18 

31 

12 

lb 

7 

b3 

1* 

7 

23 

7 

20 

20. 

50 

S3.. 

20 

22. 

b,723 

1,181 

5,5b2 

23. 

1.536 

38b 

1A52 

2b. 

300 

25* 

5«,50C 

26. 

l-ujo 

27. 

2>52 

as 

2,028 

29. 

3b7 

30. 

11,589 

11,589 

31. 

1,028 

1,028 

32. 

500 

53. 

500 

3b. 

TOO 

18 

17 

33 

59 

23 

27 

lb 

80 

86 

13 

IO 

13 

38 

35- 

388 

10 

10 

18 

32 

13 

15 

8 

bb 

W7 

T 

2b 

7 

a 

J6. 

22b 

6 

6 

U 

19 

7 

9 

5 

26 

26 

4 

lb 

b 

12 

37. 

200 

5 

5 

9 

17 

7 

8 

t 

23 

25 

l. 

12 

b 

n 

38. 

276 

7 

7, 

13 

23 

9 

11 

6 

51 

3b 

5 

17 

5 

15 

39. 

12 

12 

£2 

— Jg - 

— £ - 

18 

9 

^3- 

y 

29 

9 

1,263 

571 

6J6 

i. 

25  26 

•1 

13 

6 

!? 

19 

1 

29 

9 

13 

3 

12 

6 

C.6 

25 

145  153 

26 

78 

26 

68 

X 

6 

163 

56 

76 

20 

71 

35 

125 

60 

«5 

4,997 

19,603 

no 

«0  666 

103 

537 

1®. 

295 

6 

16 

711 

2J3 

320 

88 

308 

15* 

3 

14  15 

2 

8 

2 

7 

17 

5 

7 

2 

7 

3 

1 

8  6 

1 

6 

1 

6 

9 

3 

6 

1 

6 

2 

391 

700 

-» 

40  4 3 

6 

21 

6 

18 

1 

65 

15 

20 

5 

19 

9 

JO 

170  1,982 

28 

92 

28 

a 

1 

6 

195 

66 

<8 

26 

86 

62 

1P0 

7 

43  66 

7 

23 

7 

20 

1 

69 

16 

22 

6 

a 

10 

25 

25 

10 

10 

1,181 

3,562 

38U 

1A52 

150 

ISO 

58,500 

1.630 

2,252 

2,028 

367 

1,028 

U,589 

5<» 

500 

14 

80  86 

13 

63 

13 

38 

1 

2 

91 

30 

61 

11 

4J 

20 

8 

66  67 

7 

26 

7 

a 

1 

58 

17 

2J 

6 

2> 

11 

5 

26  26 

6 

16 

6 

12 

1 

28 

10 

13 

6 

13 

6 

4 

25  25 

6 

12 

6 

li 

1 

26 

9 

n 

3 

11 

5 

6 

31  36 

5 

17 

5 

15 

1 

36 

12 

16 

6 

16 

8 

9 

53  57 

9 

29 

_ 9 

2S 

1 

1 

61 

2D 

27 

T 

26 

H 

73S— 

S,3tf  'H^Si 

T30T 

».*r 

""5*82T 

T27ar 

“27 - 

- JS 

— spar- 

TUP 

66ji|Sb 

1ST  " 

Section  III  -  12 


MiagRaa  ihd  mama  mtm. 


Schedule  IV 

run  g 

fiental  of  Xerox  $  600 

Sortie*  Contract  for  Caaeras  1,000 

Contract  for  Electrical  Services  500 

Contract  for  Plunbing  Services  2,000 

Contract  for  Repair*  to  Processor  and  Prater  600 

Contract  for  Siarpening  Cutter  Blades  and  Drills  LB 

&,7LL 


Section  in  -  13 


Document  Service  Center 
Sunmsxy  of  Costs  sad  Mu  Years,  Plan  “C" 
la  Stole  Dollars  sad  Han  Tsars 


fihlhlt  A 


Duplicate  Doc.  Stor.  Desi  Dlstrlb.  Micro*  t 


Total 

Receiving 

Cheok 

Maintain. 

Catalv* 

Classif. 

Winring 

Pn 

Direct  Ope  ratios  Costs, 

Personal  Services 

Document  Prooarrfjjg 

Han  Tsars 

Man  Tsars 

Request  Services 
ltan  Tsars 
library 

Man  Tc*ra 

BditcnLal  &  Copy  Preparation 

Man  Tsars 

Reproduction 

Man  Tsars 

SJupping 

Van  Tears 

250,991* 

65.99 

6,5** 

I.65 

250,103 

64*21 

60,316 

15.93 

71,03* 

20.44 

176,787 

U5.96 

45,691 

a, 180 
6.03 

21,265 

5.73 

43,865 

11.27 

71,433 

19.26 

37,512 

7-47 

99/04 

27.  0 

2 

4 

I 

Total  Direct  Personal  Services 

861,9 0? 

a.  ,180 

a, 26^ 

43,865 

7^7433“ 

“5 

Total  Direct  Man  Tears 

227.64 

6.03 

5.73 

11.27 

19.26 

7.47 

27.50 

1 

Overtime,  Loap  Son  Leans,  FTCA 

18,550 

436 

458 

944 

1,538 

807 

2,144 

Operating  Sapp3J.ee 

201,340 

339 

340 

70 e 

1,143 

600 

2,264 

Maintenance  &  Machlna  Rental 

_ 4,748 

1» 

_ 156 

Total  Direct  Costs 

Administrative  k  Onsrhead  Costs 

Personal  Services 

134,602 

3,311 

3,325 

6,850 

11,159 

5,855 

15,560 

1 

Man  Tears 

30.75 

.76 

.76 

1.57 

2.55 

1.34 

3*55 

Overtime,  Lnep  Son  Leave,  PICA 

2,874 

71 

71 

146 

238 

125 

332 

Travel  and  Guard  Service 

-  W06 

lag* 

2,703 

. ,4*fe 

6.138 

Total  Administrative  &  Overhead 

195,576 

U,«B 

4,708 

it 

Total  Coat 

1,277  A21 

26,^89 

26,891 

55,445 

90,315 

47,365 

126,616 

9 

Totul  Man  Tsars 

258.59 

6.79 

6.49 

12.84 

21.81 

8.81 

31.05 

2 

Positions  Required 

Additional  Dollar  Requirements 

273 

7 

738 

7 

1,893 

13 

625 

23 

4,414 

9 

954 

BH 

2 

Total  Dollar  Requirements 

... 

27,5# 

28,784 

56,668 

94* 

48,519" 

Unit  Costs,  Direct  Conus  Only, 

Units  Prod”"! 

Unit  Costs 

261, 092 

Documents 

.085 

185,826 

Documents 

019 

185,826 

Documents 

.246 

59,552 

Titles 

1.251 

42,077 

Titles 

.929 

42,077  u, 

Titles  c 
2.486 

(4,559 


5,520 

1,500 


?  1  5 


SB h 


52r~3* 


ru x  *r 


Slmt 


a.i. 


Cbct 


laftmt 

H i 111* 

«Tt.  5Jrt 


u 

fiMOMat  Soaitlas 

S.M 

IS, 10* 

.38 

2,  on 

7,342 

5.33 

a, 160 

t. 

to.fr 

22.338 

1.39 

22.08 

79,f7f 

6. 

autriSottaa  daaaiiloatlaa 

S.M 

34,  MS 

.48 

2,548 

7.43 

87.512 

8. 

*_  Bfci 

toMltar  Oatk 

2.74 

12.277 

.If 

1,015 

2,93 

13,290 

»•  Ara 

u 

fitla  >— Knot  Ballot  la 

1.84 

6,882 

.11 

80S 

1.88 

8,8*8 

C.  Ba* 

■art  taril  i  on 

B 

&• 

Daoiaant  Sa^aata 

23.28 

104,884 

2.04 

10,868 

28.32 

118,352 

1. 

SUtrltatla  looorS 

4.  OS 

13,884 

.32 

1.872 

4.40 

14.954 

V 

tN» 

^rawt  Xapply 

io.  y* 

•.os 

33,58* 

38,902 

.41 

.62 

4.248 

3.2SC 

10.68 

•.70 

37,837 

39.192 

!Mi  VkUtfnflr 

5. 

3>»yat  icnUitiaa 

2.10 

8,245 

as 

887 

2.26 

9,083 

3*  likrtiy 

U 

Cataloc  Carl  ?U»  kaixtooasoo 

t.  38 

ST.STS 

.72 

2.£2f 

10.10 

41,837 

2. 

teOMt  ir^JTM 

8.13 

24,845 

.52 

2,rsi 

8.55 

29,684 

JL 

hfarcac*  Serricat 

S.4S 

20.435 

.35 

1.S43 

£.83 

22  724 

X.  DCLtarlal  1  Ocyy  Prtparatica 

1. 

S^twitl 

as 

512 

.02 

-  It 

.18 

£24 

2. 

Tyoiaic 

12-51 

45,211 

.97 

S.SGrr 

14.36 

46,318 

V 

heaft«<ias 

L.R 

8,881 

as 

964 

2.T3 

9,536 

4. 

Illtttntiae  8  -ayoit 

4.13 

15,212 

.2* 

i.eoe 

\.42 

i’,820 

F.  »a, 

prolkc  tiat 

U 

Jfcot*  Obyy 

:.io 

4.231 

.14 

724 

1.24 

4,955 

t. 

K«toD'ia( 

4.28 

15.382 

.22 

1,749 

4.80 

17,131 

3. 

Ftote  Darlicatiac 

2-08 

2,463 

.2G 

1,060 

2.28 

7.522 

V. 

Qffaat  &*llcatl*s 

3.81 

is.w? 

.27 

I.4T* 

4.  IS 

17,844 

k. 

tixdary  ICollatxa^i 

2.98 

-,oa 

.14 

762 

2.22 

t,S73 

6. 

Stwtory  (Orttiag} 

8.80 

30,866 

.52 

3,402 

9.22 

51,566 

T. 

BuaAary 

.23 

620 

«r 

m  + 

111 

.17 

561 

8. 

Btadary  (J«sfia|} 

•  *3 

2.484 

.00 

333 

.79 

2.817 

8. 

ti-iiary  (?tit«hlag) 

1.9S 

4,  $28 

.08 

49? 

1.45 

3,113 

1C. 

Stock  Saadlitg 

1.05 

2,410 

.0? 

581 

1.12 

3,  791 

11. 

Qntrcl 

8.52 

19.456 

.39 

2.128 

6-01 

21,587 

12. 

BlsrafijalH 

12.  OS 

42,320 

1.81 

4.242 

13,70 

SI, 172 

IS. 

Fils  Froooealsc 

i.a 

11.624 

.47 

2.406 

3.98 

14,220 

14, 

iisnfila  Iraki t»* 

10.80 

52.102 

1.41 

7,219 

12.01 

42,521 

16. 

Fro  Mat  Airgraph 

8.02 

17,486 

.80 

4,065 

6*82 

21,573 

IS. 

Flat*  Frlata 

8.27 

28,752 

.82 

4,  £00 

7. OS 

32,  M2 

5.  *Bifptac 

\ 

•a 

kdkroscograpk 

4.72 

14,907 

.36 

1,551 

5.08 

16,653 

2. 

ATI  Caret 

2.  £5 

9.292 

.20 

937 

2.TS 

10,232 

3. 

Ta  y  aatod  DseJMato 

5.74 

12,302 

.29 

1,362 

C.03 

11,664 

*. 

HUi  iwv<acaa*Bt  Ballotia 

-  .82 

6,241 

.13 

310 

1.76 

5,861 

6. 

Boslatti^tatioa  Sollotia 

.18 

58£ 

.01 

44 

.19 

629 

*. 

Boise  Bibliography 

.Of 

191 

- 

- 

.06 

191 

T. 

1ST Li  Public*  tiaoa 

.08 

255 

- 

- 

.08 

256 

1. 

Form  Lattara 

.22 

712 

.02 

88 

,24 

600 

Total  ELroet  8a  Taora  1  Salariaa 

214.33  -15,144 

Is.  do 

T5.J5 

PtAia 

Um  Fraparatloa  of  Mamal  < 

sad  trockzraa 

3,97 

14,671 

.78 

2.662 

4.75 

17,431 

U6.«“  - TfTB  IM1.W. 


•lot*:  Total  •alarlaa  ?a  «*ok  work  tmcXiam  rafiact  th*  third  (tap  of  aaeh  (rod*. 

Tba  total  aalariaa  diriSaA  Vy  th*  total  aamhar  of  acployaaa  »tuali  *  Tarawa 
•alary  bci!  la  dttamlal*$  total  »oata  for  aaoh  ftaicMai, 

Seem  rs  -  is 


Allocable  Cort*  Otter  T~mb  Direct  Feracoal  Services 


Direct  Personal  Servicer,  CNertiee,  Inp  Seat  >aw,  7Z~i 
KUaistntia  Salaries 
AiteLslstretive  Fersml 
Adaigj  stwtiw  Support 

ladiinixiiT*  tertte,  Lap  Sets  Leave,  $TCi 
Total  idtfmstatia  Parson*!  Costa 
Oxard  SsrrLce 
taponiT  Duty  Travel 

Machine  UdMauccs  ad  anttil 
Total  Ssoqt  Sapplia* 

Sepcliet 

Total  Alloc&ble  Costs 


dec  Tears 

26 


Sale  das 

$ 

2,871;  \6}{T;(3/ 


117,169  (Ur 
C5) 


(1)  Dvertiae  ra presents  il  of  Direct  r»rsaal  Services  Jest* 

(2)  TtscLcal  Leaw  represents  56. 6f  of  total  estimsed  peyaecrss 

(3)  Social  Security  Taxes  represents  86.61  of  total  a  mm  tel  pavaents 
(6)  Based  oc  third  step  each  eacicjee 

(5)  Jodsdes  di-tri'actice  cf  i.lTJ  mr.  Tsars  fcr  mrcais  i  d  hrocaere? 

(c)  Maid  rtra  dive  Ceertiae  represents  11  of  salaries 

C?)  7Bre±aal  Leave  represents  15*is£  rf  total  prjaerts 

(8)  Social  Secuntj  rasas  represents  cf  total  estimated  paynerts 

(9)  Fifteen  guards  at  average  salary  cf  >29*10 

<•10  \  ?sfi  m  tur 

(H)  Sistritscticn  sf  Sapclies  srcea  cc  Schedule  III 


*  i*,S 


Activity 


Hurt  Cier*  ?ier»- 

Tired  tlae,  TerxiaaL  fciar  rr>  stratire  tise,  >rai2»i 

Salaries  rercert  Isa. -a,  F1CA  Salaries  Laa.se,  FICr. 


Aeceiring 

.Duplicate  Ttecr 

Docaaeat  Storage  Ha.LzzexuX9 

Descriptive  Cataloging 

Distiibctioei  Classification 

Micro  iHgi  eg 

Catalog  Card  Preparaticn 

Catalog  lard  Listribctlcc 

Tic  Preparation 

TAB  Dirtribctice 

ificrocarde 

SB classification  Icilettr.  Prep. 
Ssclasaificatlcs:  Bulletin  Distil 
Fairest  Processing 
Docsaant  Storage  vSapcly) 
Doeuaect  Beparcdii^tioc 
Docujkict  lcqpisiticc 
Deaaad  Biblic granny 
Local  Library’  Service 


21,I5C 

-•46 

a,  26ft 

«p* 

43,565 

5.^ 

?64 

71~55 

?^c 

1,55* 

57,512 

-♦35 

«c? 

99^Ui 

II.56 

69,75c 

sac 

l,5C3 

2.3s 

.Q 

tC,!9C 

6.97 

1,293 

i=,nc 

1.75 

525 

55,622 

o»i{5 

1,196 

o08 

.0? 

13 

1^*8 

♦It* 

26 

ue  £22 

17.31 

3,212 

3*,c73 

1*44 

824 

70,310 

g.16 

l,51i* 

*,730 

1-Gx 

1*7 

51,50* 

5 .98 

1,109 

26,038 

*33^57 

*.C2 

5 60 

5r511 

^7 

I  -A. 

3,325 

6,550 

11A59 

♦3* 

5,*55 

125 

15,560 

*32 

12,903 

> 

3,2ft. 

6? 

9,5*2 

2X 

2,356 

5« 

3,6Sc 

18= 

94 

2 

188 

4 

25,300 

5,976 

128 

10,9«; 

255 

1,559 

OQ 

~-y 

6,Ct£ 

1?2 

s? 

Tlato  flnn 


i 

I 

I 


nin*  KA*r 


SadLHj 
p*r  n« 

7*it 

Cc*» 

Total 

SMt 

Pereest 
,  er  Plea  C 

hroftCt 

af  Plea  C 

♦  1  f+r  Ujwt 

7,CC0 

8  .22  «a. 

♦  1,540 

% 

82 

8  1263 

82 

8  M63 

3iW 

.22  *e. 

696 

2 

82 

571 

82 

>71 

3 ,744 

.22  M.. 

*24 

3 

- 

- 

7? 

634 

99C 

.22  M. 

jn 

4 

100 

237 

100 

21? 

12C 

.22  w. 

26 

5 

?* 

IS 

74 

1? 

.  . 

3.~55 

.72  *e. 

826 

6 

10C 

826 

105 

*26 

*  v  per  ,ftje^z» 

5,7X 

.22  ee. 

1,254 

7 

IX 

1254 

IX 

1254 

250 

9 

100 

250 

BO 

253 

231,5*4 

.3292  n. 

6,753 

9 

?4 

4997 

74 

4997 

1.872,000 

.0136  e*. 

25,459 

10 

- 

- 

77 

19603 

.TC.OOC 

,C13fc  u. 

5,440 

11 

mo 

5440 

BO 

5440 

9,000 

.0136  ee. 

122 

tz 

IX 

122 

BO 

122 

5. OX 

.0136  *e. 

68 

13 

IX 

68 

BO 

68 

12,000 

.03*3  •*. 

46C 

14 

85 

391 

85 

>91 

450,000 

2.02  per  1 

909 

15 

77 

"X 

77 

TOO 

2G 

17.X  M. 

340 

16 

mo 

3v-' 

BO 

34 0 

K- e'.c 

- 

- 

3,290 

7** 

IX 

3290 

BO 

3290 

- 

- 

100 

18 

IX 

IX 

BO 

IX 

- 

- 

J71 

39 

IX 

311 

BO 

371 

3,000 

.0166  ee. 

50 

20 

3X 

50 

BC 

50 

20 

IX  H. 

20 

21 

B0 

20 

BO 

TO 

700.00C 

.2092  ee. 

6,3*2 

22 

74 

4723 

74 

4723 

175,000 

.01 IS  ee. 

“.075 

23 

74 

1536  j 

j  ?* 

1536 

-,CO0 

.0429  ea. 

30C 

24 

B0 

3X 

BO 

300 

1  per  yrre-j,  :r  * 

1 

I 

4.50C 

I-3/G  e*. 

112,530 

25 

52 

95625  I 

j  >2 

5*500 

1,XC 

2.^5  •*- 

2.75C 

26  I 

52 

2750 

52 

1430 

S3 3 

5.22  eft. 

4.33C 

52 

4>3C 

52 

2231 

S 12 

4.90  ee. 

3.90C 

38 

V 

390C 

3* 

as* 

- 

450 

2? 

- 

- 

77 

347 

S  Fell*  :f  r’r^r 

1,2:5c 

12,04  ee. 

15,050 

30 

- 

- 

77 

11581 

“50 

1-79  ee. 

1,335 

31 

77 

1038 

77 

BBS 

50C 

32 

IX 

5» 

BC 

503 

500 

33 

jOO 

530  ! 

BO 

500 

tog 

34 

BO 

TO 

BC 

TO 

388 

35 

BO 

388 

BO 

*8 

224 

36 

BO 

zu 

BO 

224 

1 

TOC 

37 

ISO 

M 

BC 

TOO 

27 6 

38 

120 

276 

BC 

216 

._  *6 5. 

39 

BO 

_ J&2 

IX 

_ itt 

8201,340 

1037734 

8127512 
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^3 
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95 
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5 

9 

c 
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7 

6 
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5 

1 

£ 

i*C 
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3 
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6 

22 

I?2 

i.-e 
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l«s 

2t 

oe 
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-5 

>3 

5 

26 

6 

& 

*  jTT* 

U,7*> 
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3? 

10 

18 

a* 

56 

iae 
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65 

34 

2U2 

W> 

22 

fc 

10 

11 

, 

S 

6 
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63 

15 

28 

25? 

66 
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65 
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JO 

25 

?5 

10 

1C 

150 

15T 

Il*,500 
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a,  35= 

5,900 

!*0 
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1? 
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122 

31 
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1 
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1? 
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5 
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9 

16 

19 
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Section  III  18 


MUKTaKAKCE  AM?  kACHIMS  RaXTAL 
Schedule  IV 
FLAK  Z 


Rental  of  Xerox  $  600 
Service  Contract  for  Cameras  1,0C0 
Contract  for  Electrical  Services  500 
Contract  for  Pluming  Services  2,000 
Contract  for  Repairs  to  Processor  and  Printer  600 
Contract  for  sharpening  Cutter  Blades  and  Drills  48 


♦4,748 


Section  III  -  19 


SECTK3H  IV 
WORKLOAD  SURVEY 


Wi.nring  for  { start  operatic  J  of  the  Document  Service  Center  bar  been  developed  from  a  workload  survey 
which  completely  disregarded  the  existing  organization  and  reduced  eacb  functional  area  to  its  component  para. 

The  reqstremena  for  eacb  component  necessary  to  accomplish  a  service  were  bated  both  on  experience  and 
statistic*  gathered  from  existing  records  for  previous  years  on  current  workload  data.  Within  each  component 
a  work  standard  was  established.  These  standards  are  based  oo  Individual  productivity  rates  and  wherever  possible 
were  related  to  commercial  and/or  industrial  standards  for  the  same  work.  In  order  to  obtain  the  productive  man 
days  necessary  to  accomplish  the  work  in  a  given  area,  die  established  standard  was  divided  into  the  workload  for 
a  complete  fiscal  year.  This  figure  is  the  productive  man  days  for  a  given  Job.  To  obtain  the  grots  man  days, 
fee  productive  man  days  were  multiplied  by  die  standard  factor  of  1.20308.  This  gross  man  days  figure  wat 
divided  by  290  to  obtain  the  gross  man  yeas  retjuired  in  each  functional  area.  The  sum  of  the  grots  man  yean 
for  all  functional  areas  gives  die  number  of  direct  man  yean  necessary  to  fulfill  the  DSC  part  of  the  ASTIA 
mission. 

Pother  elaborated  representing  operating  plans  based  on  this  workload  survey  have  been  incorporated  in  the 
several  exhibits.  The  difference  between  the  workload  survey  ana  these  exhibits  lies  principally  in  that  the  work* 
load  surrey  disregard)  organization  and  establishes  basic  productive  man  yean  while  the  various  plans  based  on 
these  production  statistics  include  die  con  of  both  direct  and  indirect  supervision,  supplies,  and  other  operating 
essentials. 

i 


Section  IV  -  1 


FWCnOHAL  AttAS 


DESCRIPTION  (»F  WORK 


PRODUCTT/ITT  RATE 


VOLUME 


X 

L 

Docsmcai  hoceatag 

Document  Receiving 

Qian  I 

The  procenljg  program  represent,  a  series  of 
tup*  in  treating  a.<  acquired  document  r  >  that  it  can 
be  intelligibly  and  accurately  announced  and  to  that 
in  contents  will  be  exploited  to  the  fullest  pouible 
advantage  to  the  Dipt,  of  Defense  Research  «nd  De¬ 
velopment  program.  Accuracy  is  e*sei  *ial  as  improper 
cataloging  would  result  In  the  material  not  being  found 
when  required. 

22  i,  480  report  Ac  ar 

Initial  Screening 

Record  all  incoming  reports  for  statistical  purposes. 

Eliminate  non-pertinent  materials.  (3 ’/  doc.  /day). 

Son  material  by  originating  agency  for  processing. 

(This  desk  alao  sumps  extra  copies  of  reports  found  to  he 
duplicates  by  Duplicate  Setcenir.^,  See  Operation  A.2). 

450  items ‘man  day 

986 

^37 

849  reports  &0uf«. 

Di^oddom  and  testing 

Record  routing  of  receipted  items:  to  Processing 

Unc;  to  destruction;  to  sender;  to  other  interested  Offices. 

Handle  destruction  of  classified  mane*  when  requLed. 

700  iteras/mtn  day 

849  domestic 
&  foreign 

Sapenrtvry 

5L 

Duplicate  Screening  & 

Descriptive  Cataloging 

Identify  documents  previously  cataloged  and 
dtscnptively  catalog  new  titles. 

19  titles  dcscri..:lveiy 
cataloged 'man  day 

204  new  t>tles/da) 

Cataloging  Review 

Check  aectracy  of  entries  made  bv  catalogers. 
abo*e. 

80  utles/man  day 

204  new  titles.  Jay 

$ -jperv}  jory 

Administrative  and  Supervision 

3. 

Duplicate  Screening  &  Descrip¬ 
tive  Cataloging  (Foreign) 

Same  41  2  abore  (for  mutual  of  Fot'ig-i  origl.i). 

Same  as  2  above. 

Cataloging  Review 

Same  as  2  above  'Acts  as  Supervisor). 

Same  as  2  above. 

4. 

Riatracl  (foreign  language) 

Prepare  .tauaco  ami  uaiulait  Utlt;  of  foreign 
language  document!. 

3  abitraca/iran  day 

11  titles/’1  ay 

Abatrtct  Retie# 

Reriew  all  abttrjca  prepared  (Actt  u  Sapiryjior; 

lnoeteiminate 

11  titlcs/da> 

5. 

1 

Distribution  Clarification 

Classify  documents  by  Subject  Division  and  Subject 

Section  for  disvibution  control.  Initiate  and  enter 
appropriate  distribution  limitations  on  w^rk  sheets. 

Annotate  inadequate  titles  (within  limits).  Determine 
extent  of  further  processing  and  announcement .  (ATI,. 

UT!  and  TAB).  Designate  those  tries  ir»  mu.ocarded. 

36  titles/man  dav 

137  tiriet^av 

Subject  Cataloging 

Assign  Specific  Subject  headings  to  new  title 

40  titles/man  day 

137  titles/dr., 

Supervisory  and  Review 

Review  all  entries  made  by  classiuer*  aUo  act  i- 
supervtrory  capacity. 

Entire  output 
(rate  indeterminate) 

— 

6. 

Security  Check 

Check  and  verify  security  classification  of  doc. 
in  accordance  with  current  authority  lists. 

125  tH\es/man  day 

137  "■:*:»/  day 

Sirarvtsory  and  Review 

Review  and  supervise  work  of  checkers.  Take  nec¬ 
essary  steps  to  reconcile  apparent  inconsistencies  »r. 
security  classification  by  correspondence,  etc.  with 
authoritative  sources,  \ciposiib!e  for  compilation 
of  ijctrlei  for  reclassification  bulletin. 

j 

Entire  output 
(rate  inde’crr.iinate) 

t 

1 

VOLUME 


221,  480  re  pom /year 


J7 

8‘.’9  reporu  Adups. 


849  domestic 
A  foreign 


2o4  new  Utu-.*/day 
204  new  tltles/day 


11  tltles/day 
11  tltle»/day 
137  tltles/day 


137  tltles/day 


137  ttiles/day 


MAN  DAYS 
REQUIRED 


1  man  year 
2,680 

657 

1  man  year 


400 


079 


85* 

1  man  year 

274 


GROSS 
MAN  DAYS 


667.8 


386.  7 


3,224.3 


766.4 


400.  0 


1177.  8 


1029.  8 


329  6 


GROSS 
MAN  YEARS 


VOLUME 


2.  18 


1.41 

1. 00 
12.40 

2.95 

1. 00 


1. 50 


4  53 


3.96 

1.00 

1.27 


221.480  repom/year 


*37 

849  reports  A  dupa. 


849  domestic 
A  foreign 


204  new  tltlet/day 
204  new  titlei/day 


137  tltles/day 


137  tltles/day 


137  tlllei/day 


MAN  DAYS 
REQUIRED 


472 


304 


1  man  year 
2,680 

637 

1  man  year 


gross 

MAN  DAYS 


GROSS 
MAN  YEARS 


vq 


567.8 


365.7 


3,224.3 


76e.4 


979 


856 

1  ma  i  yv;ir 

274 


2. 18 

1.41 

1. 00 
12.40 

2.95 

1, 00 


i  _  177, 8 


1.  02^.8 


4.  53 


3.90 
1.  00 

1.27 


221,480  repom/ye 


repom/yel 


261,092  total/year 

261,092  total  reporl 
l,044report»/day  g| 

- _ 37  report! /day 

1,007  reporu  A  dupj 


1,007  reporu /day 


242  new  tiUes/day 

I 

242  new  tltles/day 


168  tltles/day 


168  iltle»/day 


168  i.lei/day 


FUNCTIONAL  AREAS 


description  of  work 


PRODUCTIVITY  RATE 


Pocuroatt  Processing 
Cataloging  Standards  end 
Authority  Record* 


Establish  and  maintain  uniform  authority  lists  of  Rate  in  etermlnate 

Originating  and  Publishing  agencies.  Maintain  security  (Supporting  Function) 

authority  file. 

Develop  uniform  rules  for  descriptive  cataloging, 
abbreviat'd standards,  cataloging  format,  etc. 


Cataloging  Branch  (Chief) 


Responsible  for  adherance  to  above  procedures. 


Announce  met* 

Title  Anccuncement  Bulletin  (TAB) 


Prepare  copy  for  Title  Announcement  Bulletin, 
■ranging  by  Subject  Divisions  and  security  classifi¬ 
cations.  In  addition  to  the  entries  required  for  TAB 
this  material  is  used  as  a  control  file  in  the  prepa¬ 
ration  of  layouts  for  card  reproduction. 


100  entrles/man  day 


Requett  Services 
Document  Request! 
a.  Screening  of  Requests 


b.  Request  Processing 


Check  incoming  requests  against  Using  Agency  Roster 
to  determine  whether  requestor  ii  *n  eligible  user  (l.e. 
contractor  to  one  of  the  military  services,  military  or  other 
government  agency.)  The  Using  Agency  Roster  1*  based 
upon  a  certification  by  an  appropriate  Dept,  of  Defense 
Agency  *f  the  "need -to •know-  of  each  user.  Determine 
whether  items  requested  are  of  type  normally  included  In 
ASTIA's  holdings.  Make  disposition  of  requests  to  proces¬ 
sors,  bibliographers,  by  referral,  or  return  to  requestor  in 
cases  of  ineligibility.  Record  dlspocitlor  and  assign  se¬ 
quence  (order)  numbers.  Conduct  necessary  corespor.d- 
eoce.  Has  complete  authority  over  handling  and  initiation 
of  all  requests.  Administers  all  request  operations. 

Identify  Items  not  requested  by  stock  (ATI)  number. 
Determine  availability  of  requested  documents.  Initiate 
order:  for  repro^  Ion  of  documents  In  cases  where  an 
Issue  copy  is  nu  available  in  stock.  Determine  qualifi¬ 
cations  of  requestor  to  receive  the  Item  requested  from 
viewpoint  of  security  clearance,  "need -to -know-,  and 
applicability  of  any  special  distribution  limitations. 

Prepare  correspondence  to  requestor  regarding  any  phase 
of  requett.  Refer  requests  for  documents  not  contained  in 
D6C  files  for  acquisition  action.  Obtain  documents  from 
stock  or  from  reproduction,  Prepare  completed  orders  for 
packaging. 

Perform  cierica)  and  administrative  operations  in 
support  of  order  processing. 


Entire  Volume 
(Estimated  between 
110-120  requesta/d/y) 


15  requeati/day 


15  requei ts/day 


c.  Rsquast  Authority  Records 
(1)  Using  Agency  Roster 


Establish  and  maintain  records  of  security  clearances, 
"need -to -know"  certifications,  contract  number,  author  lied 
addrevtes  and  signatures  and  other  data  pertinent  to  official 
communication  between  ASTI  A  and  agenda  of  the  Dept,  of 
Defease  and  its  contractors  with  regard  to  release  of  cutitficd 
documentary  material 


200  roster  changea/day 
50  contracts  rcc'd/fcay 
file  maintenance 


1 

59  request/days 

2  nun  yen 

(295  iunn/d<y)  screening 

209 

(103  ltems/day)  tdent'fication 

915 

(295  itemi/day)  limitations 

605 

(295  Uems/d*y)  validity 

463 

(296  ltems/day)  sorting 

901 

(18  ltems/day)  check  reiea;- 

281 

VOLUME. 


MAN  DAYS 
REQUIRED 


GROSS 
MAN  DAYS 


GROSS 
MAN  YEARS 


97  entrlei/day 


59  requests/day 
(319  items) 


59  requesu/day 


59  requesu/day 


1  man  year 


243 


292.3 


2  man  years 


983 


1.00 


1. 12 


12, 


1.182.6 


983 


1,182.6 


4.66 


4.65 


121 


GROSS 
MAN  TEARS 


MAN  DAYS  GROSS  GROSS 

required  man  days  man  tears 


MAN  DATS  GROSS  I  GROSS 
REQUIRED  MANDATS  I  MAN  TEARS 


1  min  yew 


97  en.rlet/d»y 


127  eoules/diy 


59  requesa/Jiy 
(319  Items) 


123  requests/diy  AST1A 
(5SS  items) 


3  min  yens 


59  requesu/diy 


123  requests/diy  ASTIA 


59  requesu/diy 


123  requests/diy  ASTIA 


- 

FUNCTION  At  AREAS 

DESCRIPTION  OF  WORK 

PRODUCTIVITY  RATF 

VOLUMF 

C.  Request  Services 

2.  Distribution  Records 

Maintain  permanent  record  of  all  distribution 
actions  completed,  including  receipts  for  classified 
documents  shipped. 

300  pleces/man  day 

360  piecei/day 

a.  Supervisor  (Chief,  Distil* 

Administration  of  distribution  'ecords,  perform 

button  Records) 

necessary  supervision. 

3.  Document  Supply 

>.  Filing  Duplicate  Copies 

Organize  documents  by  stock  number.  Furnish 
data  on  Secret  documents  to  be  filed  for  accountability 
records. 

350  Itemi/man  Jay 

645  uoc.  /day 

b.  Pulling  Requested  Copies 

Match  requisitioned  items  by  .iock  number  with 
filed  documents,  pull  documents,  check  indicated 
security  classification  ot  documents  against  requisition 
and  note  any  discrepancies.  Furnish  data  for  account* 
ability  records  on  Secret  item;  being  shipped.  Initiate 
requisition  on  Photo  Reproduction  Section  for  necessary 
number  of  copies  when  requested  items  are  not  in  stock. 

125  items/m  an  lay 

123  doc.  /day 

c.  Clauiflcnion  Check 

Where  security  classification  as  indicated  on  doc* 
ument  does  not  agree  with  that  entered  on  requisition 
form,  correct  security  is  determined  and  document 
clarification  changed  with  authority  notation. 

d.  Accountability  Record 

Accurate  inventory  maintained  on  number  of 
copies  of  Secret  documents  (by  stock  number)  con¬ 
tained  in  document  supply. 

700  postings/man  day 

12''  entries /day 

e.  Surplus  Disposal 

Continuing  activity  on  disposal  of  surplus  copies 
of  older  documents  for  conservation  of  supply  space. 

350  items/man  day 

523  doc  .  /day 

f.  Catalog  and  Microcard 

Supply 

File  cards  into  pigeonholes  by  utock  number. 

Pull  microca/ds  from  pigeonholes  by  stock  number 
for  shipment  in  lieu  of  paper  copy  when  user  has 
requested  the  document  in  this  form.  Furnish  data 
to  accountability  records  on  Confidential  •"■'•rocards 
pulled  for  shipment. 

Indetermii  :tc 

Iii'leierimnatc 

4.  Demand  Bibliographies 

a.  Bibliography  Research 

Determine  Subject  Headings  corresponding  to  s<  ope  of 
bibliography  request  [X’ternmic  limitations  of  bibliography 
contest  with  respect  to  security  and  "need -to-know".  Compile 
list  of  stock  number*  corresponding  to  required  Bibliography 
entries.  fc* tensive  discusimm  with  project  engineer  are 
frequently  required  to  develop  scope  of  project. 

1. 5  bibliographies/ 
man  day 

/ day 

b.  Bibliography  Compilation 

ScU-i  t  eaulog  cards  corresponding  to  bibliography 
compilation.  Prepare  completed  bibliography  for  transmission 
with  appropriate  correspondence. 

3  bibliographies/ 
man  Jay 

.  !  H.  'day 

Review  work  of  bibliography  clerks  and  perform  m  ertsary 
administration  June*. 

_ 

_ 

PLAN  "A" 


PLAN  “B" 


rn/tTY  rate 


b 


VOLUMf 


MAN  DAYS 
INQUIRED 


GROSS 
MAN  DAYS 


■JR  OSS 
MAN  YEARS 


volume 


MAN  DAYS 
REQUIRED 


GROSS 
MAN  DAYS 


GROSS 
MAN  YEARS 


^s/mnn  day 


li/msn  day 


n/tnan  day 


lings /man  Jay 


in  man  day 


, rapines/ 


360  pieui/day 


645  doc.  /day 


It  j  doc  /day 


12'  entries  ■ 


52 '  Jw  da 


In  :  ue 


300  \  360. 9 


461 


245 


1  man  year 


46 


373 


!  nun  year 


654.6 


2fM.  a 


55.3 


448.7 


>62. 3 


1.39 


2.  13 


1.  13 


1.00 


.21 


1.73 


1.00 


4.09 


2.05 


360  pteces/day 


645  doc.  /day 


123  doc  'day 


129  entrie$/dav 


523  doc .  /day 


Indeterminate 


5.3  D. 8. /day 


5.3  D.B./day 


300 


461 


245 


1  man  year 


46 


373 


363 


360.9 


554.6 


294.8 


55.3 


448.7 


1  man  yea.  j _ 


1062.3 


531.3 


1.39 


2. 13 


1. 13 


1.  73 


..(,0 


4.09 


2. 05 


)  man 


1.00 


FUNCTIONAL  area 


DESCRIPTION  of  work 


PRt  UCTTVITT  RATE 


VOLUME 


II  ■ 

Re  sweat  Serrtcea 

Document  AcquUldoc 

Conduct  corteipond»nce  nccc-aaty  to  acquire  tequeated 

13  AcquUltlon  Action/ 

document!  not  available  within  ASTlA'i  holding!.  rjeteimlne 
lourcei  to  be  contacted  fot  demand  acquUltlon.  Perform  typing, 
-clerical  and  flllni  opetatloni  In  aupport  of  function. 

mitt  day 

Eiubllib  and  lmptemect  a  ptogtam  for  the  acquUltlon 

of  document!  by  ASTIA,  Including  i  lyitemadc  itudy  of 
acquUltlon  tourcei  In  auppott  of  a  continuing  effort  to  have 

Included  an  all  dUtrlbudon  .tio  for  Depi.  of  Defeme  reporta. 

a.  1  File  Clerk 

Pile  copies  of  requisition  actions  taken  and  completed 

Indeterminate 

File  corraiponLence  and  maintain  neceuary  tecotdt. 

Library 

Admlnlnrulon 

Implement  policies  and  procedures  and  provide 
necessary  administration. 

Handle  routine  clerical  functions,  and  cones- 

Staperrlaor 

Chief  Lite  wlan 

Clerk  TypUt 

pondence  and  maintain  necessary  records. 

dialog  Card  FUe  Vtilmenancc 

Organise  new  catalog  cards  in  accordance  with 

Lbe  various  catalogs  and  Inter  "iU  in  these  catalogs. 

Organize  and  interfile 

The  c  ala  ting  cualoja  an  Uattd  below. 

Average  of  3  cards/doc. 

Subject  Catalog 

300  cardi/man  day 

Source  Catalog 

1  card/doc. 

300  cards /man  day 

Author  Catalog 

Avenge  2  cudv/doc. 

300  cudt/man  diy 

Mllltuy  Sponaoting  ngancy  Cat. 

(Approx.  551k  hive  Mllltuy  Spoiuon)  1  cud/doc. 

300  cudi/man  day 

Contract  Catalog 

(Approx.  651k  result  from  Contracts)  1  card /doc. 

300  csudi/man  day 

Forelpi  Country  A  Sotace  Cat. 

2  cudi/doc.  bated  oo  number  of  foreign  doc.  cataloged 

300  cuda/man  day 

DUrtalaas  and  section  Catalog 

Derived  f\.m  document!  cataloged 

300  cuda/:nui  day 

Maatar  shelf  Llat  File 

Numerical  series  of  all  documents  cataloged 

300  carda/man  day 

3  Shelf  Uata  Filet 

Prefab  tlbllography  Subject 

Compilation  of  Demand  Bibllopaphiei 

376  cards /man  day 

Heading  File 

Log  new  document  numbers  on  subject  heading  cards 

600  cntriei/mtn  day 

Supervisor  (Pile  Clerk) 

Supervision  and  administration  over  maintenance  of 
card  catalogs. 

Document  Archive* 
i  Master  Shelf  Lltt  Maintenance 

’  take  changes  on  shelf  list  cards  perraining  to 

>60  changes/man  day 

security  classification  and  due. button  limitations. 

b  Document  Collection 

Pile  permanent  single  copies  of  new  document). 

360  Utlcs/m&n  day 

Change  security  classification  and  «.mrlbtt*lon  limit¬ 
ations  as  necessary.  Change  markings  oo  documents. 

40  tltles/man  day 

as  required.  Log  in.  check  and  bind  documents  prior 
to  filing. 

136  tltles/man  day 

Ma.ntain  vintage'  .tocumem  collection  uaed  for 

niitorica!  reference,  patent  cases,  etc. 

c.  Loan  Service  (local) 

/•ecomciish  'Charge  In’  and  'Charge  CX  ' '  on  doc- 

10C-  >o am /rain  day 

uments  loaned  to  requesters,  loaiu  are  rrede  on  basts 
of  poor  reproducible  cory  available  or  to  meet  emergency 
teqtsem  (7*  per  dayV  Documents  are  alic  pulled  foe 
reference  in  the  library  and  have  to  be  reflled.  (Averages 
§  Cocumr  n  each  fry  4r  reference  qu<  let  pet  day  ) 

i 

37  Ac?.  Act. /day 


All  cutij/day 
137  cutk/day 
274  cudt/day 
75  cutk/day 
73  cardi/day 
30  cuda/day 
229  cuda/day 
204  cuda/day 
411  cuda/day 

411  entaiu/day 


1,800  cbaxigrt/ycu 


204  tltlei/day 

1.800  cbanyvt  ytaa 
204  tltltt/ day- 


302  to  Ms  lay 


L  :  i 

immm 

j  PLAN  "E" 

ELAN  -C" 

GROSS 
MAN  TEARS 

VOLUME 

MAN  DAYS 
REQUIRED 

GROSS 
MAN  DAYS 

GROSS 

MAN  TEARS 

VOLUME 

MAN  DAYS 
REQUIRED 

GROSS 

MAN  DAYS 

GROSS 

MAN  YEARS 

2.87 

19  Acq.  Act  /day 
(Assumed  tbit  1/2  die 
requests  will  be  r.  sneer¬ 
ed  Immediately  when 
requestor  Is  Informed  that 
we  don’t  hive  Items) 

310 

373.0 

1.43 

12  Ac<4.Act. /day 
(Assumed  that  1/3  the 
total  acquisition  actions 
are  local) 

210 

262.8 

.97 

i 

1.00 

1  man  year 

1.00 

l  man  ye*r 

1.00 

■ 

1  man  yerr 

B 

1  man  year 

1.00 

1. 00 

1.59 

.53 

1.0« 

.29 

.29 

.12 

.88 

.79 

1.27 

411  cards/day 

137  cards/day 

274  cards/day 

76  cerds/day 

76  cards/day 

30  cuda/day 

229  cards/day 

204  <arda/day 

343 

114 

228 

63 

63 

25 

191 

170 

412.7 

187.2 

274.3 

75.8 

76.8 

30.1 

229.8 

204.5 

1.69 

.53 

1.06 

.29 

.29 

.12 

.88 

.79 

504  cards/day 

168  cards/d*y 

336  <  si  ds/d  ay 

93  cards/day 

93  cards/day 

40  cards/day 

280  cards/day 

242  cards/day 

504  cards/day 

420 

140 

230 

78 

78 

33 

202 

336 

806.3 

168.4 

338.9 

98.8 

93.8 

39.7 

280.3 

243.0 

404.2 

1.94 

.65 

1.30 

.38 

.38 

.15 

1.08 

.93 

1.56 

.96 

1.00 

411  entrles/day 

205 

1  man  year 

248.8 

.36 

1.00 

604  entrler/diy 

262 

1  men  year 

303.2 

1.17 

1.00 

1 

.05 

1, 800  changes/year 

11.25 

13.6 

.05 

1.800  cbanges/yeai 

11.28 

13.6 

.05 

.88 

204  tltlei/day 

148 

175.8 

.68 

242  dtlea/day 

173 

208.1 

.80 

.21 

80 

1, 809  chuxge*/f**t 

204  titles/day 

45 

408 

64.1 

490.9 

.21 

1.89 

l.  800  change* /year 

242  titles/day 

45 

484 

I 

84.1  j 

682.  £ 

.21 

2.24 

3.49 

3C2  loam/dsy 

i 

_ L 

755 

1 

908,3 

3.49 

302  loam/day 

766 

908.3 

3.49 

:>-vtion  IV  - 


FUNCTIONAL  AREAS 


DESCRIPTION  OP  WORK 


PRODUCTIVITY  RATE 


Library 

Document  Archive* 
d.  British  Arceuloni 

Supervision  (Chief,  Librarian) 


Prepare  manuscript  opy  for  Accessions  List  cf 
Britiih  documents, 

Responsible  for  supervision  and  administration  of 
all  Archives  Activities. 


100  entriei/man 
(Same  as  TAB) 


day 


VOLUME 


2,810  entries/year 


3,  Reference  Services 


Provide  library  reference  service  and  assistance 
for  military  project  officers  and  con  trac  tors'  repre¬ 
sentatives  visiting  DSC.  Check  security  clearance 
and  "need*  to -know"  of  patrons.  Select  cards  from 
the  catalog  files  for  review  by  patrons.  Obtain  docn 
ments  from  archives  for  "on  the  spot"  reference. 
Provide  similar  reference  Service  by  Telephone 
and  letter  upon  demand. 


3  man  he  urs/patron 


548  patrons  ./year 


16  queries/man  day 


46  queries/day  1 


Supervisor  (Chief.  Librarian) 

Editorial  and  Copy  Preparation 
L  Editoilal 

Supervisor  (Chief,  Editor) 

a.  Abstracting 

(t)  cuments  Cataloged  by 
"LA 

(2)  Periodic**  Articles 

b  TDD  Editing 

c.  Manual  and  Brochure  Editing 

d.  Translation  Accession  list 
2.  Typing 

a,  TAB  Control  Crrds 

b,  TAB  Repro  Copy 

c,  TAB  Order  perms 


Accomplish  necessary  supervision  and  administra¬ 
tion  of  these  patron  services. 


Prepare  manuscript  and  edit  for  reproduction  all 
material  that  falls  within  the  scope  of  the  AST1A  mission. 

Responsible  for  supervision  and  administration  of 
the  editorial  functions. 


Prepare  copy  from  author  abstracts  and/or  summary 
as  it  appears  In  the  document.  Reduce  length  of  abstract 
to  conform  with  established  standards  and  limitation*. 

Edit  preprinted  abstracts  of  articles  provided  by 
publishers  of  commercial  periodicals  for  publication 
in  TDD. 

Develop  and  write  copy  for  TDD. 

Prepare  copy  for  reproduction  from  manuscript. 

Edit  entries  for  Translation  Accession  List. 

Type  copy  from  manuscript  for  reproduction. 

Type  control  cards  showing  descriptive  cataloging, 
identification,  and  information  as  to  limitation i  foe 
listing  in  TAB. 

Tvpe  compiled  entries  on  master  reproduction  form 
using  electric  typewriter. 

Type  entries  to  match  the  titles  appearing  in  TAB 
on  a  master  reproduction  form  using  electric  typewriters 
ar  above. 


25  abs.  /man  day 

40  abs.  /man  day 

Indeterminate 
2  pages/man  hour 
30  pages/man  day 

50  cards/man  day 

7,5  pages/man  day 
2.  o  lorms/man  day 


58  abs.  /day 


2, 917  abs,  /year 


2  pages/day 
812  pagei/yeai 


0 


d.  Catalog  Card  (Form  16) 


Type  copy  supplied  on  work  sheet  on  master  repro - 
j  ducible  form  (Form  16)  using  IBM  elecsromadc  type- 
1  writer. 


^1)  With  abstracts 

(2)  Without  abstracts 

(3)  ATI  Card  Invoices 


Type  muluhth  man  L>:  ATI  Card  invoices. 


20  fcrmi/man  day 
■75  formi/man  day 
25  tavolces/man  day 


58  fornti/day 
79  formi/day 
1,  903  lnvolces/year 


4 


I- - 

j  PLAN  "B" 

.PLAN  HC” 

>ss 

MYS 

GROSS 
MAN  TEARS 

VOLUME 

MAN  DAYS 

REQUIRED 

GROSS 

MAN  DAYS 

GROSS 

MAN  TEARS 

VOLUME 

MAN  DAYS 
REQUIRED 

OROSaS 
MAN  DAYS 

GROSS 

MAN  TEARS 

.10 

1.00 

1  man  year 

1.00 

1  man  year 

1.  00 

.94 

548  pattoni/year 

203 

244. 2 

.94 

548  patront/yeax 

203 

244.2 

.94 

3.32 

46  querle>/4ay 

718 

863.8 

3.32 

48  querles/day 

718 

8S3.8 

3.32 

_ 

1.00 

1  man  year 

1.00 

1. 00 

1  man  year 

LOO 

1  man  year 

L00 

2.68 

58  abt.  /day 

580 

687.8 

2. 68 

> 

.34 

2.00 

) 

.15 

2  pages/day 

32 

38.6 

.15 

Eitlmaie  2  pagei/day 

32 

88.5 

.15 

.13 

— 

— 

— 

812  page:/year 

27 

32.5 

.13 

- 

137  card;/day 

685 

824.1 

3.17 

168  cards/day 

840 

1010.8 

3.  89 

28  pages/day 

388 

466.8 

L  80 

36  pages/day  (3. 744  pg.  /y?) 

449 

600.3 

2.31 

•  (2  dayt  week) 

(2  day«  week) 

— 

— 

1, 17  pagoi/d.y 

49 

59,0 

.02 

U  5  pages/day  (156  pg.  /ytj 

63 

75.8 

.29 

dayi  week) 

(2  dayi  week) 

? 

3.  36 

58  formi/day 

3. 35 

> 

79  form » /day 

564 

2.61 

i 

— 

Efflil 

1,  903  invoicei/year 

76 

91.4 

.35 

2,  333  Invoicea/year 

93 

11L9 

.43 

Q 


Section  !V  -  6 


nr  11  1 "  - ~~ 

FUNCTIONAL  AREAS 

DESCRIPTION  OF  WORK 

PRODUCTIVITY  RATE 

E, 

2. 

Editorial  and  Copy  Reparation 

Typing 

e,  Prefab,  Bibliography  Ceidi 

Type  copy  supplied  on  matter  card  on  reproduction 
form  using  IBM  electromatic  typewriter. 

50  fertns/man  day 

f. 

Ml  croc  aid 

Type  de.crlpdve  cataloging  and  distribution  limita¬ 
tion!  on  muld.  (th  mau. 

35  mats/man  day 

*• 

b. 

1. 

J. 

k. 

TDD  Copy 

Reclatdficatloa  Bulletin 

British  •  cceidon  Lilt 

Manual  and  Brochure  Typing 

Translation  Accession  list 

Type  rianuKtlpt  pagei, 

Type  repro  copy  from  manuscript. 

Same  at  Reclassification  Bulletin. 

Same  as  above. 

Same  as  above. 

12  manuscript  pages/man  day 

8  pages/man  day 

8  pages/man  day 

8  pages/man  day 

8  pages/man  day 

3. 

Proofreading 

Proofread  all  typed  copy  prior  to  approval 

40  pages/man  day 

Supervisor  (Chief,  Editor) 

Responsible  for  accuracy  of  typing  and  copy  trans- 

mined  for  reproduction.  Responsible  for  necessary 
supervision  and  administration. 

4. 

Ulunation  «nd  Layout 

Responsible  for  necessary  format  and  layout.  Insert 
captions  and  prepare  Illustrations. 

A. 

TAB  Make-up 

Insert  hevlings  in  typed  repro  copy 

30  pagea/man  day 

b. 

Catalog  Card  layout 

(1)  With  Abstracts 

(2)  Without  Abttracu 

Drymount  the  layout  six  forms  face  up. 

This  requires  extra  layout  for  the  reverie  side. 

20  layouts/man  day 

20  layouts/man  day 

c. 

Layout  Record 

Maintenance  of  record  by  layout  number  for  control 
and  recovery  for  reprint. 

Indeterminate 

i. 

Prefab  Bibliography  Card  layout 

Dr 'mount  the  layout  six  forms  face  up. 

80  layouts/man  day 

e* 

TDD  Layout  4  Uluttratlon 

Prepares  format,  layout  and  make-"p. 

10  pages/man  day  UlusS. 

30  pages/man  day  layout 

30  pages/man  day  make-up. 

f. 

Manual!  and  Urochurei 

Prepares  format,  layout  and  make-up. 

10  pages/man  day  illust. 

30  pagea/man  day  layout 

30  pages/man  day  make-up. 

*• 

TramUdon  Accession  Lin 

Same  as  above  except  no  Illustration  required. 

Same  as  shove. 

F. 

Reproduction 

Maintain  and  operate  specialized  facilities  to 
accomplish  the  reproduction  of  documents  by  microfilm 
and  other  photocopy  processes. 

1. 

Photocopy 

Accomplish  photographic  negative  of  all  master  repro 
required  for  offset  printing. 

A. 

Title  Announcement  Bulletin 

Photocopy  .master  r^-pro  prior  to  preparing  plate  for 
printing. 

80  layouts/man  day 

(1)  TAB  Older  Forms 

Same  as  above. 
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13.2  layout»/day 


2, 500  layoutt/year 
80  pages  pstparation,' 


1, 000  psgei/ye.ir 


812  pagei/yeat 


PLAJj  "A' 


ATE 


pao  day 


P 

IrOllt 

fcte-up. 


pout 

Ute-up, 


VOLUME 


U,  000  cstds/yeat 


136  manuscript  pg./mo. 
6  pagei/month 
B  puget/week 
2  pages/week 
312  pagei/yest 

8,  649  pages/y ear 
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.73 

.04 

.24 

.29 

.47 

.99 

1.00 
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VOLUME 


16, 000  c  aid, 'year 


48  mats/day 


5  pagei/month 
2  pages/week 


13, 771  pagei/yeat 


3, 034  pages/ year 


19. 3  layouts/day 
13.2  layonti/day 


2, 600  tayoun/yeas 


1, 000  pagea/yeat 


2.  912  layuu-.t/yeai 


123  layouts/yust 


PLAN  "S’ 


PLAN  "C' 


GRASS 
MAN  1EAKS 


MAN  DAYS  GROSS  GROSS 

REQUIRED  MANDATS  MAN  TEARS 


MAN  DATS  GROSS  GROSS 

REQUIRED  MAN  DATS  MAN  TEAP.s 


2.  912  Uyowi/jr «u 

31 

44.5 

122  layouu/ycu 

1.5 

1.5 

5, 744  Uyouu/yeto 
156  UyOu(»/yc»r 


FUNCTIONAL  AREAS 


DESCRIPTION  OF  WORK 


PRODUCTIVITY  RATE 


VOLUME 


Reproduction 
1.  Photocopy 

b.  Catalog  Girds 


(1)  With  AbitMcn 

(2)  Without  Abstracts 

c.  Prefab  Bibliography  Cards 


d.  Reclassification  Bulletin 

f..  Manuals,  Brochures,  Etc. 

f.  Translation  Accession  List 

2.  Plate  Making 

a.  Title  Announcement  Bulletin 

'1)  TAB  Order  Forms 

b.  Catalog  Cards 

(1)  With  Abstracts 

(2)  Without  Abstracts 

c.  Prefab  Bibliography  Cards 

d.  Reclassification  Bulletin 

e.  Manuals.  Brochures.  Etc. 

f.  Translation  Accession  List 

3.  Phoioduplicating 


a.  Photostat 


Ozalid 


Photocopy  6  ca.d  master  layout  forms  with  reduction 
to  provide  3  in.  r.  5  in.  catalog  cards  after  cutting. 

An  extra  layout  is  required  for  each  6  up  card  set. 

Single  side  photocopy. 

Photocopy  6  card  master  layout  forms.  Same  as  for 
catalog  cards. 

Photocopy  repro  master. 

Photocopy  repro  master  in  either  same  size  or  reduced 
according  to  indicated  size. 

Photocopy  repro  master  with  1  /3  reduction  to  8-1/2 
in.  *  llin.  for  printed  copy. 

Transfer  impression  from  photographic  negative  to 
plate.  In  process  negative  is  opaqued  and  masked,  w* 
image  lj  burned  onto  plate  for  off>et  rcproou*jtion. 

Prepare  plates  as  above. 

Prepare  plates  as  above. 


Prepare  platea  for  both  fre  >t  and  back  side  oi  la*  cut. 
Prepare  plate*  lor  front  side  only. 

Prepare  plates. 

Prepare  pi  lies. 

Prepare  plates. 

Prepare  plates. 


This  process  of  rejrroduc'ion  is  used  fur  economy. 

1  tune  reproduction,  and  special  outsize  page  forms. 

It  is  used  in  rr.ak-ag  reproduction  of  floor  plans,  photo¬ 
copy  negatives,  vaiidynes.  and  other  odd  forms  of 
master  repro  copy. 

This  process  is  used  for  reproduction  where  only 
Oils.*  copy  is  required  or  where  material  exceeds  normal 
page  size  or  material  is  in  some  form  of  master  repro 
copy  whic.1:  ^annot  he  microfilmed  will;  iarity. 

This  form  of  reproduction  is  used  when  there  is  on 
file  a  master  ozaparchmei.t  or  photographic  negative 
of  the  document  requested  and  the  limned  number  of 
copies  required  does  not  warrant  offset  reproduction. 


BO  layouts /man  day 


20  plutei/man  day 


750  slice ts/rnan  day 


1500  sheets /man  day 
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FUNCTIONAL  AREA 


description  OF  WOKK 


PRODUCTIVITY  RATE 


VOLUME 


F.  Reproduction 

4.  Offiet  Duplicating 


a.  Title  Announcement  Bulletin 

(1)  TAB  Onie/ Form 

b.  Catalog  Cards 

(J)  With  Abstracts 

(2)  Without  Abstracts 

(3)  A  .1  Card  Invoices 

c.  Prefab  Bibliography  Cards 

d.  Reclassification  Bulletin 

e.  Manuals,  Brochures,  etc. 

f.  Translation  Accession  Ust 

g.  Microcard) 


5.  Bindery  (Collating) 

a.  Tick  Announcement  Bulletin 
(1)  TAB  Order  Form 

b.  Catalog  Cards 

(1)  W.th  Abstracts 

(2)  Without  Abstracts 

c.  Prefab  bibliography 

d.  RecUasificatira  Bulletin 

e.  Manuals  and  Brochures,  etc. 

6.  Bindery  (Cutting) 

a.  Caw  teg  Cards 

(1)  With  Abstracts 

(2)  Without  Abstracts 

b.  Prefab  Bibliography 

r.  Mauiati,  etc, 

4.  law  Stock 
(l)  index  Bristol 

e.  Mlctocards 

I.  (I)  Ai/paph  (BO.  93%) 

(?)  Ovalid  ( \1. |7$») 

(*)  Phosoaut  (7.  315^ 


This  medium  of  reproduction  is  used  as  the  moil 
economical  method  for  reproducing  documents,  cards, 
form,  etc., In  quantities  of  50  or  more. 

The  plates  are  inked  and  run  on  offiet  paper, 
both  sides. 

Same  as  above. 


Plates  are  inked  and  run  on  Bristol  card  stock 

13  setups/man  day 

2416  press  runs/ycar 

that  has  bren  cut  to  10  In.  x  9  in.  so  tha:  6  cards 

320  coplci/year  run 

will  appear  on  each  sheet.  The  sheets  are  reversed 
and  rerun  with  the  backup  plate  so  that  both  sides  of 
the  card  ictJ  .  »  imprinted. 

6  cards  each 

Plates  Aiw  inked  and  run  on  Bristol  card  stock 

18  setups/man  day 

3291  press  runs/year 

6  up.  one  side  only. 

120  copie i /run 

6  ci/di  each 

Plates  are  inked  and  run  on  offset  paper,  one  side. 

1903  press  runi/year 

PUtes  are  inked  and  run  on  kistol  card  stock  6 

46  setups/man  day 

2S00  press  r uni /year 

up.  one  side  oniy. 

100  coplei/run 

6  cards  each 

Plates  are  inked  and  tun  on  offset  pupet,  both  sides. 

18  setups/man  day 

75  press  runs/year 

0la»ei  are  inked  end  run  on  offiet  paper,  both  sides. 

48  setupa/man  day 

1000  press  runs/yeaj 

PUtes  are  inked  and  rur.  on  offset  paper,  both  sides. 

48  aetups/man  day 

812  press  runs/year 

Print  cataloging  information  on  back  of  microcard. 

Machine  must  be  hand -fed. 

48  setups  /man  day 

— 

Collate  Title  Announcement  Bullet^  1.  700  »ets. 

15.000/inan  day 

Collate  TAB  Order  Form  1.  700  manually. 

1,700/man  day 

Collate  20  sets. 

•  2. 400/maa  day 

2. 4  It  l  20 /yew 

Collate  20  sets. 

t.  400 /man  day 

3, 291  i  30/ytai 

Collate  100  sets. 

2. 400/maa  day 

3.500  «  100/ye  if 

Collate  1,000  sets. 

15. 000/min  day 

13  l  1, 030/ye af 

15, 000 /man  day 

300  a  1. 500/yeii 

240  cuts /man  day 
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240  cuts /mao  day 
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FUNCTIONAL  AREAS 


DESCRIPTION  OF  WORK 


PRODUCTIVITY  RATE 


VOLUME 


Reproduction 

Bindery  (Drilling) 

a.  Catalog  Cards 

b.  Requested  Document* 


16  seu  (42,  000) 

Estimate  10%  of  these  are  drilled. 


400, 000  /man  day 
20 /man  hour 


548, 000/year 

17 /day 


Bindery  (Banding) 

a.  Banding  Cards 

b.  Banding  Microcards 


I  All  cards  are  bander  in  sets  of  approx,  120, 
Mlrrocards  are  banded  in  sets  of  50  each. 


480  pkg.  /man  day 
400  pkg,  /man  day 


49, 250  pkg.  /year 


9.  Bindary  (stitching) 

a.  Requested  Documents 


Joggle  and  staple 


600/man  day 


155  doc. /day 


b.  ASTlA  O  cuments 


(1;  Manuals,  Brochures,  Etc. 

(2)  Title  Announcement  Bulletin 
TAB  Order  Form 

(3)  Reclassification  Bulletin 


10.  Stock  Handling 


Unload  paper  and  index  Bristol  from  trucks,  move 
into  stock  (in  basement^rcarrange  stock  (all  sensitized 
material*  and  chemicals  have  to  be  used  in  order  of 
receipt), shifting  of  material  from  cne  operation  to 
another. 


1,000/man  £\y 
1,400/mau  day 

1,400/man  day 

Indeterminate 


10,500  doc. /year 


15,000  doc. /year 


Indeterminate 


11.  Control 


a,  Rcpro  Control 


b.  Maintenance  of  Repco  Files 


12,  Microfilming 


a.  Control 


Initiate  work  orders. 

Maintain  statistics  and  records  on  reproduction. 

Rec  unification,  restoration,  withdrawals  and 
return  of  repros  (including  records) 


I  Logging  in  ami  out  and  follow-up  on  reproduction 
of  documents  for  TID, 


75  work  orders/’man  day 
75  work  orders /man  day 

2  doc.  /nun  day  (reclasi) 
0,25  doc. /man  day  (resto*) 
100/mar.  day  (withdrawals  6c 
return) 

180  doc. /man  day 


66  work  orders/day 
66  work  orders/day 

300  repio/year 
50  doc.  /year 
33  doc. /year 


34,250  doc. /year 


b.  Prepare 


c.  Microfilm  Document 


d.  Splicing 
Supervisee 


Camces  Maintenance 


13.  Film  Process  log 


Prepare  for  microfilm  and  reassemble 

Microfilm  documents  average  35  pages/doc.  (Includes 
5  target  shots) 

Document  &  Film  screening  (splicing  in  corrections) 


Maintain  all  photo  equipment 

Develops  microfilm 
Proofreading  developed  film 
(Lilting  errors  against  document) 
Develop  copy  camera  film 


150  doc. /man  day 
35  doc.  /man  day 


90  doc.  /nun  day 


Indeterminate 

10  reels/nun  d*y 
10  rceh/man  day 
(5  reels/ man  day, »f on  16mm) 
00  negatives/ man  day 


34,250  dsc.  /year 
34*250  doc.  /year 


34,250  doc. /year 


Indeterminate 

2.039  nels/year 
2.039  reeli/year 


400,000/man  day 

548, 000/year 

— 

1.7 

.01 

- 

548,000/yetr 

1,4 

20/mtn  hour 

17/d»y 

27 

32.5 

.13 

17/day 

27 

480  pkg.  /man  day 

49, 250  pkg.  /year 

103 

123.9 

.48 

49. 260  pkg. /year 

103 

12, 000  pkg,  /year 

25 

600/man  day 

155  doc.  /day 

65 

78.2 

.3* 

155  doc. /day 

65 

1,000/man  day 

10,500  doc.  /year 

11 

13.2 

.05 

10,5iX)  doc. /year 

11 

1,400/man  day 

85 

1,400/man  day 

15,000  doc.  /year 

V 

13.2 

.05 

15,000  doc./ye«r 

11 

Indeterminate 

i 

Indeterminate 

1  man  year 

1.00 

Indeterminate 

1  man  year 

75  work  Orders/mar.  day 

66  work  order* /day 

220 

264.7 

1.02 

66  work  orden/diy 

75  work  orderj/mm  day 

66  work  ordert/riay 

220 

264.7 

1.02 

66  work  order* /day 

220 

2  doc./i  an  day  (icclui) 

300  rtpro/year 

150 

180.5 

.63 

300  repto/yeu 

0.26  doc.  /man  day  (leitorj 

50  doc. /year 

200 

240.6 

.93 

50  doc. /year 

100/inan  day  (withdrawal*  & 
return) 

33  doc. /year 

83 

99.9 

.88 

33  doc.  /year 

83 

180  doc  /man  day 

>4,250  doc. /year 

191 

229.8 

.88 

34,25"  doc./ye.t 

191 

150  doc. /man  day 

34,250  doc.  /year 

228 

274.3 

1.0$ 

34,250  doc. /year 

228 

35  doc.  /man  day 

34*250  doc.  /year 

979 

1,177.8 

4.53 

34,250  doc.  /year 

979 

90  doc.  /man  day 

34,250  doc. /year 

381 

458.4 

1.76 

34,250  doc.  /year 

381 

Indeterminate 

Indeterminate 

1  man  year 

ES 

1.00 

Indetcminate 

1  man  year 

10  reelj/man  day 

2.039  reels/year 

204 

.94 

2,039  icel»/yc« 

204 

10  rceU/man  day 

1*,439  reel* /year 

204 

2,039  reel, /year 

204 

HO  negatives/ nan  day 

12,5Ii>  ntgi/year 

lo6 

? 87.  7 

.72 

12,510  negi/year 

ft 


GROSS 
MAN  TEARS 


10,500  doc. /year 
119,600  doc. /year 


Indeterminate 


66  work  orden/day 
66  work  orderi/day 

300  repro/year 
50  doc.  /year 
33  doc.  /year 

34,250  doc. /year 


34,250  doc. /year 
34,250  doc.  /yeir 


34,250  doc. /year 


Indeterminate 

2, 039  reeli/yea 
2,033  recU/yea: 


12,510  oeg»/yeat 


MAN  DAYS  GROSS  GROSS 

RFQUIRED  MAN  DAYS  MAN  YEARS 


672, 000/year 
32/day 


57, 100  pkg.  /year 
15, 500  pkg.  /year 


291  doc.  /day 


10,500  doc. /year 
195,000  doc.  /year 

15,000  doc.  /year 

Indeterminate 


78  work  orden/day 
7C  work  orden/day 

300  repro/yeaj 
50  doc. /year 
52  doc.  /year 


42.000  doc. /year 


42,000  doc. /year 
42,000  doc. /year 


42,000  doc. /year 


indeterminate 

2,471  reeb/year 
2,471  reeb/year 
1,236  reeb/year 
17,641  negs/year 


MAN  DATS  CROSS  GROSS 

RKJUWD  MAN  DATS  MAN  TEARS 


1  man  year 


s  a  as  a  ssas  a  a  s  s  s 


FUNCTIONAL  AREAS 


DESCRIPTION  OP  WORK 


PRODUCTIVITY  RATE 


volume 


Reprcdactloa 
14.  Microfilm  Archive* 

Mike  Ouphiae  Coplei 


Breakdown 


Pracen  Document  Retnr-itt 


IE.  fTocc**  Airgraph 


16.  Photo  Prion 


One  muter  far  vinlt 
One  reproducible  muter 
One  working  copy 
Maintenance  of  microfilm  filet. 


foeakdown  film  into  Individual  document*  and 
place  in  file.  (10  reel*  current  production,  IS  reel* 
back  from  airgripb/day) 


1) 

») 


30  reelt/man  day 


40  tltlei/man  day 
100  chugei/man  day 
t  reel*, 'man  day 


Arrange  in  numerical  order  and  tort  for  Airgraph 
reproduction. 


326  Itenu/man  day 


Sort  and  ipllce  by  density  into  100  ft  reel* 

(IS  reeli/day) 

Print 

Proceu  (Including  maintenance  cf  proceuon.) 


32S  item*/man  day 

13. 3  reeli/mao  day 
8  reelt/man  day 


Proce*i  photo  print*  for  requeued  document*, 
TDD,  brochure*,  etc. 


SSO/man  day 


a.  Mlcrocud* 


Drying  Room 


Thli  medium  uf  reproduction  1*  toed  when  the 
requester  deiirra  a  complete  copy  of  the  document 
In  microcopy  form.  The  mlcrocud  i*  forwarded  on 
requett  In  lieu  of  a  paper  copy  of  the  document. 

SO  print*  each  82  doc.  /day  -  printing  only 
Makeup 

Preparation  of  machine 
Proceu  Mlcrocud) 


2400/man  day 
30/man  day 
2/man  hour 
480/man  hour 


Ferrotyping  and  drying  photoprint* 


400/man  day 


Stock  Handling 


Storage  and  withdrawal  of  photo  inpplie* 


Shipping 

1.  Addrtttograph 

a.  Maintenance  oi  Uiiug  Agency 
Platea 


Maintenance  of  TDD  DUtrlbutloo 
Liat 


Supervlur 

Maintain  adAeuojpaph  plate*  fo.  uter  agenciet  thowing 
on  muter  plate  for  each  uter  die  subject  Divitlont  for  which 
cleared,  type  of  agency.  Agency  Code  Number,  security 
clearance  and  addreai  with  attention  line. 

Proofread  plate*. 

Maintain  dlmlbutloo  Hit  for  Technical  Data  Digeit. 


120  ebangea/man  day 


240  plaiea/man  day 
Negligible 


b.  Addreuing 

(1)  TAR 

(2)  ATI  Card* 

(3)  Form  Letter  ft  Envelope 

(4)  Strip  Uitmt* 


Form*,  envelope*  or  libel*  fc*  ihlpping. 
(1,000  pl*tet  82  timet  per  ycu) 

(1,100  pl*tu  14  time*  per  yen) 

SO  per  ycu  to  880  *ddrvitet. 

All  pluu  u  requir'd. 


1. 000  lumt/man  boor 
1. 000  Horm/man  hour 
300  Hcma/nuo  hour 
1. 000  ltemt/man  hour 


ATI  Card* 

a.  Marking  bvolcei 

b.  ialncr  Cu4*  ft  Stuff 

c.  Stal  Envelope* 


Muk  Invoice*  for  Ajtoclf  <U11  getting  cerde 
•utametlceUy. 

•elect  cude  end  Huff  Inro  envelope*. 

Seal  etr'ilopei. 


330  tnvolcei/man  day 

400  Involcu/man  day 
1 . 330  Invoice*, 'roan  day 


8111  reeli/yeu 


1800  cbangei/yeu 
139  chugu/day 
3098  teeb/yeu 


139  ltemt/day 

139  ltemt/day 

10  reek/day 
10  reeh/day 

1514/yeu 


1814/yeu 


200  changei/day 


200  changei/diy 


300. 9&0/year 
88. 800/year 
184. 000/year 

89. 989/ycar 

89. 988/year 
89. 998/year 


PLAN  'A 


PLAN  -g 


’RODUCTIVITT  RATE  f 


30  iMli/nu  dap 


40  tlilea/man  dap 
100  chargei/r.an  dap 
3  reela/mau  dip 


326  liems/min  dip 


326  Itcmi/min  dip 

13. 3  reeli/min  dip 
8  reela/nun  dip 

360/mio  dip 


2400/man  dtp 
SO/niin  dip 
2/min  hour 
480/min  hour 

400/mao  dip 


i  ________ 

120  chingei/min  diy 


240  pL«tei/in«n  dip 
Negligible 


1, 000  ltema/maa  hour 
1. 000  lie  mi /man  hour 
300  lteau/maa  hour 
1.000  Itenu/min  hour 


330  Involcc/man  dip 

400  lovolcei/mio  dip 
1. 330  Involcii/irun  dip 


VOLUME 

MAN  DAYS 
REQUIRED 

GROSS 

MAN  DATS 

GROSS 

MAN  YEARS 

VOLUME 

MAN  DAYS 
REQUIRED 

GROSS 

MAN  DATS 

GROSS 
MAN  YEARS 

6111  rteli/ptir 

204 

246.4 

.94 

6117  reela/ptir 

.204 

246.4 

.94 

1800  cb.QKi/peir 

46 

64.1 

.21 

18OO  chtngei/year 

46 

64.1 

.21 

139  chugei/dip 

348 

418.7 

1.61 

139  chirgea/dip 

34* 

418.7 

1.61 

6098  reeh/yeir 

849 

1021.4 

8.93 

6096  reela/peit 

849 

1021.4 

3.93 

139  Utmi/diy 

107 

128.7 

.60 

139  ilema/diy 

107 

128.7 

.60 

139  ltemr/dip 

107 

128.1 

.80 

139  Uecni/day 

107 

128.7 

.60 

10  reel* /day 

188 

.87 

10  reela/di7 

138 

.87 

10  reeli/dip 

313 

.46 

10  reela/dtp 

313 

1.46 

7614/ye  ir 

22 

26.6 

.10  1 

7574/ye at 

22 

26.6 

j 

.10 

2400/diy 

260 

300.8 

1. 16 

45/dip 

400 

481.2 

1.65 

dilly 

63 

76.8 

.29 

2400/dip 

125 

150.4 

.68 

1674/pear 

19 

22.9 

.09 

1874/pear 

19 

22.9 

.09 

1/2  man  year 

.60 

1/2  mao  pear 

.50 

1  man  year 

s  1.00 

200  chingei/diy 

417 

601. 1 

1.93 

200  changei/dap 

417 

501.7 

1,93 

200  ch«ngct/day 

20F 

260.2 

.96 

200  ^haogea/dip 

208 

260.2 

.96 

2.600 /week 

17 

10.5 

.08 

600/W'a 

4 

4.8 

,02 

300,980/year 

38 

46.7 

.18 

220, 936/pear 

28 

33.’ 

.13 

86,500/year 

27 

32.6 

.13 

66, 600/year 

27 

32.6 

.13 

164, 000/year 

19 

2*>.8 

.09 

154,  OOO  tie  mi /year 

19 

22.9 

.09 

69.988/yea; 

212 

266.0 

.98 

61. 441 /year 

156 

187.7 

.72 

69, 988 /year 

176 

210.6 

.91 

51,361/pear 

129 

156,2 

.60 

69.996/year 

63 

83.9 

.26 

61. 361/yaar 

39 

44.9 

,16 

PLAN  T 


PLAN  "C" 


VOLUME 

MAN  DAYS 
REQUIRED 

GROSS 

MAN  DAYS 

GROSS 

J4AN  YEARS 

VOLUME 

MAN  DAYS 
REQUIRED 

GROSS 

MAN  DATS 

GROSS 

MAN  YEARS 

6117  reeb/yeai 

,204 

348.4 

.94 

1401  reel«/year 

347 

391.3 

1.14 

1800  changei/year 

48 

64.1 

.21 

1800  rhangrr/year 

48 

84.1 

.31 

139  chargei/day 

348 

418.1 

1.61 

320  cbargei/day 

880 

881.1 

1.86 

(098  reeb/year 

849 

1021.4 

3.93 

6260  reeb/year 

1043 

1188.6 

4.83 

189  ltema/day 

107 

138.1 

.60 

21 1  iiema/day 

208 

250.2 

.98 

139  iteros/day 

101 

138.1 

.60 

211  Itema/day 

308 

180.1 

.98 

10  reeb/day 

188 

336  . 

.31 

16  reeli/uay 

301 

30.1 

1.39 

10  reeb/day 

313 

376.6 

1.46 

16  reeb/day 

500 

601.5 

3.31 

1514/year 

33 

38.8 

.10 

12,CS4/y*K 

34.8 

41.8 

.18 

3400/day 

260 

300.8 

1.18 

3100/day 

323 

388.6 

1.49 

48/day 

4C0 

481.3 

1.88 

62/day 

811 

833.0 

3.39 

dally 

83 

18.8 

.29 

daily 

83 

16.8 

.19 

3400/day 

126 

160.4 

.68 

3100/day 

202 

943.0 

.93 

1814/year 

19 

23.9 

.09 

12,064/year 

80 

38.1 

.14 

1/2  man  year 

.50 

.50 

1 .00 

300  cbangei/day 

417 

501.7 

1.93 

300  changes/day 

417 

501.7 

1.93 

200  cbugea/day 

208 

280.2 

.96 

300  cbaagea/day 

208 

380.3 

.98 

2, 600 /week 

17 

20.5 

.08 

5. 216/week 

34 

40.9 

.16 

6C0/week 

4 

4.8 

.02 

600/week  (mil .  issue) 

4 

4.8 

.02 

220. 93P/year 

28 

33.1 

.13 

365  662/yeai 

46 

56.3 

.21 

66,  500/yeaj 

27 

32.6 

66. 500/year 

27 

33.8 

.13 

1(4,000  liem</year 

19 

22.9 

.09 

118,  200  itenu/vear 

22 

36.8 

.10 

(1.381/year 

156 

187,7 

,72 

85, 038/year 

258 

310.4 

1.18 

81. 381/year 

129 

188.2 

.60 

85. 038/ycar 

213 

251.8 

.93 

81. 381/ye?- 

39 

48.9 

.18 

88.038/year 

64 

77,0 

.30 

Section  IV  -  11 


r 


FUNCTIONAL  AREAS 


DESCRIPTION  OF  WORK 


PRODUCTIVITY  RATE 


VOLUME 


Skipping 

S.  Requeued  Document! 

A.  Single  Wrap  Peck  end  Wrap  -  tingle  wrap  (391)  240  pkg.  /men  dey  20G/dey 

L.  Double  Wrap  Peck  end  Wrap  -  double  wrep  (171)  i»0  pkg.  /men  day  S9/day 


4.  Title  Announcement  Bulletin 
e.  Stuff  Reitrlcwd  TAB 

b.  Stuff  Confidential  TAB 

c.  Stuff  Military  TAB 

d.  Seel  Envelope! 

5.  Recleulttcetiou  Bilk  tin 

t.  Sniff  Recleielflcetioo  Bulletin 
b.  Seal  Envelope! 

6.  Demand  aibllogrepbk  - 

a.  Single  Wrap 

b.  Double  Wrap 

7.  AST1A  PubUcetlum 

a.  Sniff  ASTIA  Publication 

b.  Seal  Envelope! 

B.  Form  Letter! 

a.  Sniff  Enwlopa 

b.  Seel  Envelope! 


1,000/month 

1,000/month 


204  pkg.  /year 
1, 121 /year 


6, 000/year 
6.000/year 


32,500 /year 
32, 500 /year 


kographies. 
k>  graphics. 

ications  are  (F.  8) 
each. 

,350) 

.350) 


240  pkg.  /man  day 
12r  pkg. /man  day 


700/man  day 
1. 330 /man  day 


C, OOC/ycar 
6,000/year 


204 /year 
1, 121 /year 


6. 000 /year 
6.  000/year 


opei  50  letters 
in  Publishing  Division 


1, 400/man  day 
1.  500/man  day 


32. 500/year 
32, 500 /year 


32. 500/ytar 
32,500/year 


PLAN  "B" 


VOLUME 


206/day 

89/d»y 


50 /Week 
1, 300/week 
900 /week 
1,  950 /week 


1,000 /month 
1, 000/month 


204/ye a r 

1, 121 /year 


8,000/year 
6. 000/year 


32,500/year 
32. 500/yeer 


MAN  DAYS 
REQUIRED 


215 

185 


4 

97 

67 

76 


74 

39 


8.6 

4.5 


23 

22 


Gross 
man  r  AYS 


258.7 

222.6 


4.8 

116.7 

80.6 

91.4 


89.0 

46.9 


i.2 

10.8 


10.3 

5.4 


27.7 

26.5 


GROSS 
MAN  YEARS 


1.00 


.02 

.45 

.31 

.35 


.34 

.18 


.04 

.02 


.11 

.10 


PlAl’  -C" 


VulUME 


397 /day 
171/day 


250/year 

1.375/year 


8.  100/year 
8.  100/year 


3-,  500/ year 
32.500/year 


MAN  DAYS 
REQUIRED 


68 /week 

5 

1, 618/week 

120 

1.419/week 

105 

2.632/week 

103 

1.350/month 

23 

1, 350/month 

i2 

414 

358 


1 

11 


i  i.e 

6.  I 


23 

22 


GROSS 
MAN  DAYS 


496.1 

428.3 


6.0 

144.4 

120,3 

124.0 


27.7 

14.4 


1.2 

23.2 


13.9 

7.3 


27.7 

26.5 


GROSS 

man  years 


1.92 
1 .65 


.02 

,56 

.49 

.48 


.06 


.06 


.05 

.03 


.1*. 

.10 


Section  IV  -  12 


PUN  "A" 

DESCRIPTION  OF  WORK 

MANNING 

GROSS 

MAN  TEARS 

Reipouiible  foe  the  eccompliibment  of  tbu  pert  loo  of  the 
ASTIA  million  aulgned  to  DSC. 

Dtiecu  tU  compooeoti  of  DSC  end  keepi  the  Director  of 

ASTIA  Utfdrmed. 

Chief.  DSC 

1.00 

Aieumei  full  r.ipotilbillty  fa  DSC  to  ebteoce  of  Chief. 

Deputy  Chief,  DSC 

i, .  c 

Supervliei  ill  compooeoti  of  DSC  oodei  general  aipervliion  of 

Chief.  DSC. 

In  ader  to  cany  out  the  minion  of  ASTIA  it  li  Decenary 
to  perferm  a  □•tmber  of  Stair  level  fhncUooi.  Theie  naff 
dotiei  are  ipecftlle'd  cod  require  iraioed  tpeclelliti. 

2  Clerk  Sicoot. 

2.00 

Perform  admiolr native  fusctlotu  la  pertelo  to  penonoel, 

Chief  (Admin.  Office) 

1.00 

budget  and  fiscal,  supply,  mail  and  receptionists. 

Admin.  Ant. 

1.00 

Cootnjl  pnichiee  aderi.  lathe  otic  etc  tepau  of  coo- 

1  Budget  ft  rUcil  officer 

1.00 

tractor*,  and  prepare  periodic  personnel  and  budget  tutus 
reports. 

1  Clerk  TypUt 

1.00 

Consol  and  route  both  Incoming  and  outgoing  mall. 

1  Chief  (Clerk) 

1. 00 

4  Clerk ,  Mail 

4. 00 

Hrodle  all  matters  pertaining  to  personnel  actions. 

1  Driver.  Truck 

le  00 

1  Admin.  Asst. 

1.00 

Chech  security  clearance  of  persons  admitted  to  DSC 
for  purposes  of  obtaining  services  or  use  of  reference  tiles  and 

1  Clerk  Typiir 

1.00 

reports. 

Procure.  Issue  and  maintain  records  oa  all  office 

2  Clerks  (directly  responsible 
to  Admin.  Office) 

2 . 00 

supplies  and  equipment  oecesiary  to  sustain  DSC  operations. 

1  Chief  (Supply  Clerk) 

1.  00 

2  Clerk,  (Supply) 

2  00 

Reipouiible  to  Chief  ud  Deputy  Chief,  DSC  In  uiiyxing 

1  Clerk  Typist 

1  Chief.  Operation  Analyst 

1  00 
i.oO 

operations,  at  the  operating  level,  performing  staff  studies, 

1  Cg  ft  Method'  Examiner 

1.00 

maintaining  standard  operating  procedures,  and  compiling 
essential  statistics  to  justify  operational  requirements. 

1  Cleik  TypUt 

1.00 

Take  such  actions  as  are  necessary  to  implement  and 
maintain  plant  security. 

1  Security  Officer 

1.00 

Assume  responsibility  at  the  operating  level  for  the 

Chief 

1.00 

accomplishment  of  all  phase*  of  DSC  activity. 

Aim.  Chief 

1.00 

Supervise  component*  of  DSC  engaged  In  cataloging, 
indexing,  announcing  the  availability  of,  and  distribution  to 
accredited  users  of  scientific  and  Technical  documents  acquired 
by  ASTIA,  maintain  a  reference  library  and  provide  reference 
and  related  services  Including  blbliopaphiet  as  requested. 

1  Clerk  Sic  no. 

1.00 

Supervise  components  of  DSC  engaged  in  all  form*  of 

Chief 

1.00 

reproduction,  pub, nation  copy  presentation,  illustration  and 

A*«t  Chief 

1.00 

format.  Responsible  for  establishing  specifications  for  and 
maintaining  (he  development  of  new  publishing  and  photographic 
prt<euei  and  equipment  as  becomes  orcessaiy  for  fulfilling  the 

ASTIA  million. 

1  Clerk  Stcno 

L.  00 

H.  Office  of  the  Chief 


1.  Chief,  DSC 


2.  Deputy  Chief.  DSC 


Administrative  Suf' 


1.  Administration 


Budget  and  Fiscal 


Re.eptiooiita 


2.  Plan*  and  Operation* 


j.  Operating  Staff 


1.  Chief.  Service  Division 


2.  Chirf.  Production  Division 


Groa*  Man  rays.  S2.  337.  1.  Grot*  Mar.  Year*.  301.  41.  Plan  "B~  *  Gcom  M*n  Days.  S3  343.  3.  Gron  Man  Ye* 
Plin  ~C~  •  Cr«s  Man  Day*.  63.371.  II,  Grot*  Man  Yean.  239.  94 


Total  Man  Day*  4  Man  Yean  (Gross) 


DESCRIPTION  OF  WORK 


PLAN  "A"  PLAN  "B"  P'AN 

GROSS  GROSS  GS0SJ 

MAN  TEARS  MAN  YEARS  MANTEAW 


Responsible  for  tl it  accomplishment  of  that  portion  of  the 
ASTIA  million  assigned  to  DSC. 

Directs  all  components  of  DSC  and  keeps  the  Director  of 
ASTIA  informed. 

Auuraej  full  responsibility  for  DSC  in  absence  of  Chief. 
Supervises  all  components  of  DSC  under  general  supervision  of 
Chief,  DSC. 


Chief,  DSC 


Deputy  Chief,  DSC 
2  Clerk  Steoot. 


1.00  I*00 


2.00  2. 00 


1  Security  Officer 


Chief 

Asst.  Chief 
1  Clerk  See  no. 


Chief 

Asst.  Chief 
1  Clerk  Steno 


In  order  cany  out  the  mission  of  ASTIA  it  Is  necessary 
to  perform  a  number  of  Staff  level  functions.  These  staff 
duties  are  specialized  and  require  trained  specialists. 

Perform  administrative  functions  as  pertai  to  pen  panel, 
budget  and  fiscal,  supply,  mail  and  receptionists. 

Control  purchase  orders,  authenticate  reports  of  coo- 
tractors,  and  prepare  periodic  personnel  and  budget  status 
reports. 

Control  and  lOUte  both  incoming  and  outgoing  mail. 

Handle  all  matters  pertaining  to  personnel  actions. 


Check  security  clearance  of  persons  admitted  to  DSC 
tor  puiposei  of  obtaining  sekVices  or  use  of  reference  files  and 
reports. 

Procure,  luoc  and  maintain  records  on  all  office 
supplies  and  equipment  necessary  to  sustain  DSC  operations. 


Responsible  to  Chief  and  Deputy  Chief.  DSC  iff  analyzing 
operations,  «t  the  operating  level,  performing  staff  studies, 
maintaining  standard  operating  procedures,  and  compiling 
essential  statistics  to  Justify  operational  requirements. 

Take  such  actions  as  are  necessary  to  Implement  and 
maintain  plant  security. 

Assume  responsibility  at  the  operating  level  for  the 
accomplishment  of  all  phases  of  DSC  activity. 

Supervise  components  of  DSC  engaged  in  cataloging, 
indexing,  announcing  the  availability  of,  and  distribution  to 
accredited  users  Of  scientific  and  technics',  documents  acquired 
by  ASTIA.  maLv.-uQ  z  reference  library  and  provide  reference 
amt  related  set  vices  including  bJbliopapfaies  as  requested. 

Viper  vise  components  of  DSC  engaged  ir  all  forms  of 
reproduction,  publication  copy  presentation,  illustration  and 
forma;.  Responsible  for  establishing  specifications  for  and 
maintaining  ihe  dev«lopn.ent  of  new  publishing  and  photographic 
processes  and  equipment  at  becomes  necessary  for  fulfilling  the 
ASTIA  mission. 


Gross  Man  Days.  52.357.  1;  Gross  Man  Tears.  201.  41.  Plan  “1“  •  Gross  Man  Days.  53.343.  9.  Gs.us  Man  Yean. 
Plan  “C~  Gross  Man  Days.  t»2.  3^8 .8 1 .  Gross  Man  Yean.  239.94 


Chief  (Admin.  Office) 
Adtnin.  Asst. 

1  Budget  A  Fiscal  Officer 
1  Clerk  Typist 


1  Chief  (Clerk) 

4  Clerk  t  Mall 
1  Driver.  Truck 

1  Admin.  Aset. 

1  Clerk  Typist 

2  Clerks  (directly  responsible 
tn  Admin.  Office) 

1  Chief  (Supply  Clerk) 

2  Clerks  (Supply) 

1  Clerk  Typist 

1  Chief.  Operation  Analyst 
1  Og.  A  M-uhods  Examiner 
1  Clerk  Typist 


Section  ;v  -  n 


